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Who Wants a Job? 


An analysis of 316 applications for a position as stenographer, revealing 
common faults which should be carefully avoided in presenting 
your qualifications by letter 


By S. Rew WarrkEN 


Lansdowne, Pennsylvania 


RADUATES in 
this year face abnormally difficult con- 
ditions in trying to obtain employment. 

business 


commercial courses 


Though and 
employment is on the increase, there are many 


skies are brightening 
thousands of experienced stenographers, typists, 
and bookkeepers to be absorbed by the business 
world as it gradually gets back on a full-time 
working basis—in addition to the usual exodus 
of beginners from schools and colleges. 

Obviously, therefore, whether 
novitiate or an “old-timer,” 
that, in applying for a position, 
usual presenting 
qualifications by letter to the consideration of 
a prospective employer. 


you are a 
it is quite essential 
than 
your 


more 


care be exercised in 


A Practical Study 


For the benefit of « xperienced applicants as 


well as the 
women in commercial courses, the information 


newly-graduated young men and 


in this article has been prepared for presenta- 


tion to readers of THe Grecc WRITER as a 
timely and essential service in this unusual 
period, 


Theories about writing an application for a 
position, if helpful 
indeed essential purpose of 


sound, are undoubtedly 
but the primary 


this article is the practical application of 
theory. For this practical purpose the author 


analyzed 316 letters of application received in 
response to an advertisement for a stenographer. 


He has aimed to show the underlying prin 


ples of effective application writing by pointing 
out departures from these principles in many 


of these 316 letters, as well as by indicating 


wherein they conform to sound t 
As a key to tie 
letters, the adv 


reproduced 


umments to be made on 


, 
these rtisement is herewith 


STENOGRAPHER A difficult but interesting 

ob for «a ipabie ¢£ with at least high 
education; referably with expertence 
in publishing or advert t Moderate start 
ir salary but «a excellent opportunity to 
Apply by letter only, stating expe 
rience in detail whether employed, past earn 
ings, and ‘phone r ber 


schoo 


advance 


Both the fauits and the good points of the 
letters analyzed visualize fundamental princi 


ples that apply I ti earch tor any sort ol 


position. The article, therefore, 1s of interest 
| 


to others than stenographers and typists 


Through the Employer's Eyes 


One of the most essential requirements ol 
effective application writing is to see t 


' ie 


problem of selecting help from the employer's 


point of view and t present one s qualifications 


in a way that appeals to and pleases him. The 


natural impulse is to glorify one’s ability and 
experience; to “blow one’s own horn” loudly 
and fluently. But the man or woman who is 


to decide who will be selected for a particular 


job is the one to be considered. 


Starting with this conviction, those who 
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applied for the job advertised would naturally 
be expected to consider, first, the appearance 
of the letter of application. You, for example, 
would realize that your letter must be neatly 
written, nicely laid out, having the appearance 
of being easily read, wouldn't you? You would 
probably be surprised to learn how many appli 
cants neglected that simple fact, however. 
Most of them, perhaps, were much older and 
far more experienced than you and, therefore, 
would be expected to know more about letter 
writing in the commercial world. Well, you 
can profit by their mistakes if you will be on 
your guard to avoid the faults that will be 
pointed out as we proceed with the analysis 
of these 316 letters. 


An Application That Is a Sample 


One of the most obvious requirements in a 
letter of application for a stenographer’s job 
would seem to be that it should be typed. 
That’s so, isn’t it? The letter should be a 
sample of the applicant’s work. Yet, strange 
as it may seem, only 92 of the 316 answers 
to the advertisement under discussion were 
typewritten. All the others—224—were in 
handwriting. 

This fault counted strongly against the 224 
offenders, not because the advertiser was hyper- 
critical or bull-headed—he was hardly con- 
scious of the fault in going over the applica- 
tions—but just naturally anyone will pick out 
the easily read letters for careful perusal. 
With 316 applicants and only one vacancy to 
fill, he is not likely to wade through 224 
handwritten letters, is he? 

But if the advertiser gave the matter much 
thought, would he not conclude that an appli 
cant for a stenographic position would merely 
be demonstrating necessary thoughtfulness and 
consideration of the prospective employer by 
exerting every possible effort both to visualize 
her skill as a typist and make it easy for the 
reader of her application? 

Keeping in mind that essential of looking at 
the proposition from the employer's viewpoint, 
you will be careful to avoid such faults in 
writing a letter of application. Your letter is 
the only means by which he can form a mental 
picture of you and your ability. Make your 
letter, therefore, a true and clear reflection of 
personality, training or experience, knowledge 


and skill. 


Look to Your Stationery 


In the matter of first impression, the quality 
and form of stationery used is of course impor- 
tant. If an application is typed, the customary 
8% x ll-inch sheet is to be used, as a rule. 
Some of the applications under examination, 
however, made a very good impression because 


they were typed on sheets measuring 7% x 10% 
inches and enclosed in what is known in the 
stationery trade as baronial-sized envelopes. 

There is no good reason for an applicant for 
a stenographer’s position to use inappropriate 
stationery or to send a handwritten applica- 
tion. If he or she does not possess a typewriter, 
the use of one can be obtained at any type- 
writer agency. The necessary paper can be 
bought in a 5 and 10 cent store—either the 
regulation typewriter paper or the odd size 
referred to. The latter is sold in conjunction 
with envelopes to match 

Contrast in your own mind the impression 
made by a neatly typed letter on either of these 
sheets with, for example, a few of the applica- 
tions I found written on old-fashioned ruled 
letter paper. The latter gave the impression 
that the writers of the letters were not up to 
date, and modern business houses want modern- 
minded helpers in such important work as the 
typing of letters which go out to customers 
and prospective customers proclaiming the 
progressiveness or the backwardness of th 
house. 


Importance of Obedience 


Remembering that a prospective employer 
is—either consciously or unwittingly—“sizing 
up” your personality and ability by the impres- 
sion your letter of application creates, you 
will attach due importance to all these seem- 
ingly small details, which, taken all together 
form the sum total of the impression of your 
letter. 

Prominent among these details that influence 
decision for or against an applicant is obedience 
to the instructions in the advertisement. You 
will note that the particular advertisement we 
are discussing requests answers by letter only 
Yet quite a few young ladies—and some not so 
young—disobeyed this plain instruction; tried 
to force an interview without the preliminary 
of a written application. They simply killed 
their chance of consideration. Obedience is a 
prime requirement in any job, and an applicant 
who shows herself or himself so disobedient as 
to ignore instructions in the very effort of 
securing an interview naturally creates a con 
viction that she would be disobedient ii 
engaged for the job. 

Instead of trying to avoid this requirement 
of the advertisement, applicants of sounder 
judgment fulfilled it by not only submitting 
written answers to the advertisement, but by 
giving also all the information asked for. 


Completeness of Information 
It will be observed that the advertisement 


plainly asks for “experience in detail, whether 
employed, past earnings, and ‘phone number.” 
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What chance for consideration had an appli- 
six lines long? 
And how much less chance for the one who 


cant whose letter 


wrote only two lines! 
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was only 


It would seem to the writer 


than to fall so far 
short of giving “ex- 
perience in detail.” 
As a matter of fact, 
the two who wrote 
such brief applica- 
tions were not re- 
cent graduates but 
with several 
years’ experience, 
which, if presented 
in detail as requested, 
might have assured 
them an interview 
with the advertiser. 

Indeed, several ap- 
plicants without ex- 
perience recent 
graduates—made an 
excellent impression 
by frankly admitting 
their lack of busi- 
ness experience, but 
telling of help they 
had rendered instruc- 
tors or school prin 
cipals or work they 
had done for rela- 
tives in the evening. 
So some of the tyros 
over old 


girls 


scored 
timers by simply fol- 
lowing instructions. 
Candor Better Than 
Camouflage 


Some applicants 
made the mistake of 
trying to create an 
impression of exten 
sive experience 
(contrary to actual 
fact) by a_ very 
wordy letter that 
conveyed no real in- 
formation. This was 
just as fatal to their 
chance as failure to 
recite experience. It 
created the impres- 


sion that the writers were bluffing 
ther, that they had allowed themselves to “go In a 


+++ 


to seed” as the saying goes. 


In contrast to these attempts to camouflage 
a lack of experience, the fine candor of a 


that even the 
youngest and newest commercial school grad- 
uate who reads this article would know better 


Go To It! 


By Cuarces H. Gasrier 
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and, fur- 


lt 


and of far 


$37 


youngster who wrote, “I have no experience as 
yet, but have a keen desire to learn,” was in 
deed refreshing 
the applicant 

of experience in 


more benefit to 


may often occur that lack 


a particular line of business 


fi) 


fourteen-line 


would not be a severe handicap if the appli 
cant had unusual initiative and adaptability 


Candor, therefore, is 
far more likely to 
win favorable con 
sideration than trans 
parent effort to con- 
vey an exaggerated 
idea of an applicant's 
htness tor the posi 
tion, 


Data Omitted 


Quite a few of the 
applications under 
discussion were void 
of information as to 
past earnings. This 
information was re 
quested as a useful 
factor in appraising 
the probable value of 
an applicant’s ser 
Though sal 
have shrunk 
considerably, due to 


vices 


aries 


the depression, pre 
vious Carmngs serve 
as a fair index of 
market values in the 
held of service 

One young lady, 
who said she had re 
ceived as high as 
$3,000 a year, gave 
only the most sketchy 


outline of her expe 


rience. Her letter: 
consisted of seven 
teen short lines, 


averaging less than 
seven words each 
Another, whose 
past earnings had 
been $110 a month, 
stated that “due to 
wide experience and 
number of years em 
ployed, [ am _ sure 
you would find me 
an efficient stenogra 
pher.” Yet she failed 


to give any information to support that claim. 


letter another applicant 


restricts mention of previous activities to the 


rather uninformative remark that she had had 
“eleven years’ experience doing stenographic 





ey gee 

































438 


work, assisting with bookkeeping, payroll work, 
and general clerical work.” Certainly the ex- 
perience of eleven years would have a bearing 
upon her probable fitness for the job she was 
seeking, but the prospective employer could 
not surmise from her brief note what she failed 
to portray concretely. 
Another letter of 
mere fact that the writer of it “was employed 
by a large industrial concern as secretary to 
the works manager and also supervised the 
a central stenographic division.” 


eleven lines conveys the 


activities of 
More details of such an experience would have 
made interesting reading. They might have 
been used to convey an impression of excep- 
clearly and effectively as 
writer an interview. 


tional ability s 


to have won the 
Style and Diction 


Assuming that an applicant has typewritten 
her letter, arranged it attractively on the sheet 
or sheets, used good stationery, and avoided 
smudges and careless erasures, her application 
has a good chance of being read. Having made 
that much progress toward an interview, her 
object should be so to word the letter that 
this good first impression will be strengthened, 
not lost. 

To maintain this advantage, the letter should 
be clear in statement, logical in presentation of 
data, void of misspelling, long enough to tell 
her story properly, but not loaded with un- 
related detail. 

triefly, then, it should be in good English 
and contain, as I have said before, the infor- 
mation the advertiser has requested and such 
additional data as is necessary to prove the 
fitness of the applicant for the job in ques- 


tion. 
Pitfalls to Be Avoided 


Mention of how some of the 316 applications 
under discussion failed to measure up to this 
standard will be helpful in revealing pitfalls 
to avoid. I have already mentioned that hand- 
written applications had little chance of being 
read. But even a handwritten application has 
some chance if it is neat, if the penmanship is 
good, if margins are ample, lines of writing 
straight, and the first paragraph gives promise 
of a worthwhile communication. 

Among both handwritten and typewritten 
applications in the answers analyzed, quite a 
goodly percentage were carelessly written. One 
applicant referred to “pass” earnings—meaning, 
of course, past earnings. Some omitted their 


addresses, a hurtful omission even though 


telephone numbers were given in accordance 
with the advertisement. 
One applicant reversed the advertiser's last 


and 


middle names; another used the wrong 
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first initial; one misspelled the name of her 
telephone exchange; four mentioned a news- 
paper in which the advertisement had not 
appeared. A number of applicants used the 
salutation “gentlemen,” although they were 
addressing an individual, only the author's 
name being given in the advertisement. 

as) were used as a 


Three words /so far 
single word (sofaras) by one applicant. Several 
used an inappropriate salutation for a business 
communication addressed to an entire stranger 
Some of the letters were typed with worn-out 
typewriter ribbons, one being so faintly typed 
that I did not attempt to decipher it. Several 
applicants forgot to sign their names. One of 
these, who used hotel stationery, gave no home 
address—nothing but her telephone number. 

One letter was written on paper so crumpled 
and soiled as to be positively repulsive, sug 
gestive of an careless, indifferent 
worker. One girl letter 
down the sheet she had no room for her sig- 
nature, and wrote it on the back. 


untidy, 


carried her so tar 


Some “Wished” to Apply 


In gaining attention, the importance of the 
first paragraph of a letter of application is 
obvious. Yet letter writers fail to get 
“punch” or interest into it. Some of the let- 
ters I have been analyzing started off with the 
inane statement: I wish to apply for the posi- 
tion; or, | am applying for the position you 
advertise; or, May I submit my application; 
I would like to apply for the position, etc. 

A letter of application is, in itself, sufficient 
evidence that the writer of it “wishes to apply 
for the position.” It is unnecessary, therefore, 
to make a statement to that effect. 

Start your letter with some fact having an 
important bearing on your qualification for the 
position you are after, saying something that 
will grip the reader’s attention and make him 
wish to read further for more information 
about you. 


most 


Beyond the First Paragraph 


And, getting beyond the first paragraph, give 
complete information about the phases of your 
experience or the particular facts of your 
training that have the most logical bearing on 
the requirements of the position applied for. 
Avoid mere effusiveness and make sure that 
each statement will convey the meaning, and 
the shade of meaning, which you wish to 
convey. ‘ 

Sometimes a remark in writing creates an 
altogether different impression from that of 
the same remark spoken. Often a statement 
which the writer may intend to be merely 
humorous may strike the reader—especially a 


(Continued on page 444) 
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London “Daily Sketch 
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Should She Tell? 


HAT wou'd you do if you stood in 
Miss Smith’s uncomfortable shoes? We 
are so curious to know that we are offering 
some prizes to induce you to tell us what 
you would do 
The story of Miss Smith’s painful pre 
dicament begins on page 439 under the title, 
“The Typist’s Dilemma.” Read these short 
hand plates carefully, consider the problem 
thoughtfully, and then let us know your 


ecision 
What Would You Do? 


There are two forms in which your solu- 
tion may be submitted to us. You may use 
whichever you prefer. The easier form 
clearly, is simply an explanation of what you 
would do and the reasons why you would 
do it. 

The other form, more difficult for the 
writer but more satisfactory for the reader, 
is a continuation of the story as Miss Smith 
herself tells it, in the first person. In that 


. e | 
- Pa (- = . 
5 “D a r, 4 c 77. “ 
g A 
on om 
“a j 
a 
- ff 
pS os oO - 
° 
— i Sl a > 
a a 7 
a 7 a= 
a 5 
wt _* SF ws / P / 
OO é. x £ al 7 
- ; 
C7/3) 
ase, the ntestant shi uld he vi his con 
tinuation of the story in such a way that it 
can be substituted for the last paragrapl i 
the shorthand plat That is, your story 
should continu ifter the sentence in short- 
hand reading He had accepted the stat 
ment that the letter had been lost in the 
post.” 
The Prizes Offered 

In awarding the prizes, the solutions will 
be rated by the judges according to the fol 
lowing scale Note item 4 particularly ! 

1. The logi , plausibility of the s tion. that 
s Ss powe t < ‘ ‘ We ht ( 
points) 

2. The correctness of the Englis sed ncluding 
grammar, punctuation, spelling et Weight 

ynts) 

3. The mechar presentation, including the pla 
ing of the writing on the page the evenness of 
touch in the typewriting, the absence or neatness of 
erasures, etc Weight, 10 points) 
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4. The ability to follow instructions in regard t 


the presentation of the contest papers A good stenog- 
rapher or secretary must be able to follow instruc- 
tions Any deviation in the rules given below will 
be suitably penalized (Weight, 10 points) 

First prise, to be awarded to the writer of 


largest number otf 
according rating scale given 
will be a Webster's Collegi 
ate Dictionary, containing 106,000 words \ 


good dictionary is an indispensable book for 


having the 
to the 
copy of 


the paper 
pomts 


above, 


every teacher and stenographer. 

Second prize, to be awarded to the writer 
having the next largest number of points, 
will be an Official Gregg Fountam Pen 


Third and fourth prises, to be «warded to 


the writers of the two papers next in or- 
der, will be copies of the Miniature edition 
of the Gregg Shorthand Manual, printed on 
100 per cent rag paper and bound in sheep 


skin parchment 

Fifth and awarded to 
the writers of the two papers next in order, 
will be copies of the de luxe edition of the 
Shorthand Dictionary, 
bound in full 


sixth prises, to be 


Anniversary Gregg 


a large, volume, 
cowhide. 

Seventh, eighth 
to be awarded to the 
pers next in order, 
Readings. Each set consists of a green-and 
gold slip case, containing copies of “The Man 


impressive 


tenth prises, 
the four pa 


ninth, and 
writers of 


will be sets of American 


Without a Country,” “Creeds of Great Busi- 
ness Men,” “Rip Van Winkle,” “The Great 
Stone Face,” and “The Legend of Sleepy Hol 
low.” 


Rules of the Contest 


1. Envelopes containing papers must be ad 


dressed 


Dilemma Contest 


The Gregg Writer 
270 Madison Avenue 
New, York, New York 
Each contestant may submit as many pa- 
pers as desired. 
2. If a number of papers are submitted 


from one school, they should be sent in one 


envelope 
3. All papers must reach this o‘fice by noon 


of Saturday, July 1, 1933 
4. Each sheet of paper must bear on the 
back the name and address of the one sub- 


mitting it and also the name of the school 
and teacher, if any 

5. Each paper must truthfully bear the fol- 
lowing statement signature: “I 
have received no aid from anyone in prepar- 
ing this paper.” This rule is not intended to 
prevent the free use of any books of reference. 

6. Solutions must be typewritten on white 
paper 8% by 11, single spaced. They must 


over your 
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be sent flat or folded, pre ferably folded, but 
not rolled. 

7. No report of 
given except as published in 
Writer for September, 1933. We cannot ac 
knowledge receipt of papers, but if the sender 
wishes to enclose an acknowledgment already 
prepared on a_ self-addressed 


will be 


submitted can he 
THe GREGG 


papers 


government 


postal card, it returned to you as 
evidence that the papers have reached us 
safely. 

8. No fee is required with these papers 
In case of a tie between two or more con 
testants, the full prize will be given to each 

9. Everyone is eligible to compete except 


employees of The Gregg Publishing Company 
the only that 
No. 5. 

10. All papers submitted 


restriction being given in rule 


n the contest be 


come the property of The Gregg Publishing 
Company and we reserve the right to print 
them in whole or in part 

ll. The judges shall be Guy S. Fry and 
Louts A. Leslie. 


Read Before You Write 


Read “The Typist’s Dilemma” carefully b 
fore commencing watching for 
hint on 
tinuation of the story or your statement of the 
Then read 

a reason 
following the 
in rating the 
have a better 
prizes. 


your answer, 


every which to base either your con 
solution of Miss Smith’s problem 
the rules of the 
for every rule given, 
rules closely you will help us 
papers and at the time 
chance to of the fine 


contest There is 


and by 


Same 


win one 


Ten Golden Maxims 


l Honor the ( ret There 1 st be a head t every 
thing 
Have confidence i: yourseit und make yourself 
hit 

+. Harmonize y work Let € adiate ar 
penetrate 

4. Handle the hardest rst each day 

5. Do not be afraid of crit $s! criticize yourself 
iiten 

6. Be glad and rejoice in the other fellow’s success 


study his methods. 


Do not be misled by dislikes Acid ruins the 
finest fabric 
8. Be enthusiastic—it is contagious 


9. Do not have the notion that 
ply money making 


success means sim 


least one 


10. 


do at 
day in the year. 


Be fair and lecent act every 
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Composing Letters 
By Cuaries Evpert Ropes 
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Who Wants a Job? 


(Concluded from page 438) 


stranger—as discourteous. Weigh every word; 
scan every sentence, imagining you are a busi 
ness executive bent on finding the right giri 
or man to fill a particular job with pro‘it 


to him and satisfaction to all concerned. 


Be Neither “Flippant” Nor “Stilted” 


Some of the applications I received seemed 
actually flippant. As an example, one 
college graduate with eight years’ business ex- 
perience—started with the waiit 
that job!” Standing out on a itself 
and ending with an exclamation point, it had 
the tone of a peremptory command. 

Another applicant gave similar 
of issuing an order by winding up her letter 
with the “When may I expect the 
courtesy of an interview?” 

In a wholly opposite mood, one lady used 
the third person style of communication, which 
necessitated reference to herself as “the appli- 
cant.” This extremely stiff sort of 
letter and brought up a vision of an elderly 
person, formal, and very orthodox, and 
unbending in every last detail of human rela- 
tionship. 


Irom a 
sentence “I 
line by 
implication 


sentence 


made an 


very 


Be Yourself 


There is a happy medium between the ex- 
treme of formality on the one hand and flip- 
pancy on the other. And what advice can be 
given the youthful applicant for a position to 
enable him or her to keep to the “middle of 
the road” in this respect? Well, I should say, 
“Just use good old American common sense. 





Follow the dictates 
of common Your letter 
then reflect your personality truly. 


Be natural. Be yourself 


politeness should 


References 


forth the 
hundreds of applications under discussion did 
not call for references; but most of the appli- 
cants very sensibly mentioned persons to whom 
the advertiser privileged to write if 
desired. this respect, 
however. That is, a few counted on big names, 
rather than knowledge of the applicant's abil- 
ity. One referred to a high state official in 
rather familiar terms, endeavoring to create 
the impression that she and he were old pals. 
That sort of value to a 
prospective employer trying to get a definite 
idea of an applicant's fitness for a specific job. 


The advertisement which brought 


was 


Some went wrong in 


reference is of no 


“Fitness” the Proper Appeal 


Another mistake some applicants made was 
to appeal to sympathy. These applications were 
received in the midst of very hard times. The 
applicants were naturally very desirous of 
obtaining remunerative employment. But that 
sort of appeal does not convince a prospective 
employer that the applicant’s qualifications 
meet the requirements of the job. And it is 
fitness alone that the employer is looking for. 
Save your eloquence and your logic to con 
vince him that your experience, education, 
temperament, personality, ambition, and other 
qualifications spell fitness for the position he 
seeks to fill. 
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It’s Never Too Late to Learn! 
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Thomas, who, after hav- 
ing taught another sys 








Sierras in covered wag tem for nearly fifty 
ons in the years of 1843 vears, learned the new 
and 1844. I was born system when 81 years 
November 8, 1850.” of age and gave private 
This extract is from instruction for some 
a letter written to Dr. years. 
Gregg by a man who 
began the study of Just As True Today 
shorthand in November 
1931. at the age of 81. In this connection it 
Now, a year and a half is interesting to quote 
later, he is a good an article by the inven 
shorthand writer and tor of the system which 
typist. appeared in The Light 
The credit for train- Liner tor December, 
ing this most unusual 1893 (Gregg shorthand 
student goes to Miss was, at first, called 
Mabel C. Morton, of Light-Line Shorthand ) 
Woodbury College, Los From what you say 
\ngeles, California; the Portrats by G. Edwin Williams it seems to me very 
credit for the courage simple and very inter 


to begin and the courage 
to continue goes to that 


W. J. Williams 


ind a Specimen of His Writing—He Learned Short- 


esting, and if I were 
not too o'd I should 


student, to Mr. William hand at the Age of &1 think of taking it up 
J. Williams. A re- myself.’ 
cent picture of Mr. 4 “We are used to 
Williams is repro- “nana, ¢ 732 hearing remarks 
duced here, to- athe al like the above trom 
gether with a short se the man who has 
note which he 7 r ostensibly come in 
wrote in shorthand 2 se . a # ae to inquire about the 
to Dr. Gregg last " . yy system on behalf 
vear, when little oO 7 Pu Oo i225 of his son of 
Kate Kinley Gregg jz daughter, or it may 
was born. —_ Lb LQ. 9 ” he - é be ‘a young friend.’ 
ae This is really an 


Age No Handicap 


Such an interest 
ing student as Mr. a2 
Williams, of course, 


brings to mind 

some of the similar cases of men who con- 
sidered age no handicap. One of the most 
distinguished surgeons in New York began 


the study of shorthand at the age of 65 and 
has since made constant daily use of it in 
keeping his case histories. He tells how when 
performing operations he would utilize for 
the study of shorthand the time he spent 
waiting for the patient to recover from the 
anaesthetic. “Practically speaking,” he says, 
“I learned shorthand that way.” 





innocent deception 


a on the part of the 

wily imquirer He 

. . feels that a knowl 
i - sai he ‘ 

edge of the ‘winged 

art’ would be of 

great practical utility to him, but having a 

hazy idea that Shorthand is regarded as a 


study for ‘young people’ he doesn't care to 
acknowledge that he, himself, is 
thinking of taking up the study of the mys 


seriously 


tic symbols. We talk to him in a fatherly 
way and he goes away remarking that h« 
will ‘think it over.’ 


“A few days afterwards he will come in, 
take us aside with an air of profound mys 
tery, and impart to us the astounding intelli- 





146 


that his ‘young friend’ has perversely 
decided to go to South Africa, or 
that his son or daughter, as the case may be, 
some phenomenally difh- 
cannot spare the time 
then he takes up his 
his coat, and as- 
man who has finished his 
going, but doesn’t. He turns 
an off-hand style, which has 
rehearsed, ‘Well, you know, 
I could master it I'd come 
air of a man who is 
order to make 
disappointment we must 
nonappearance ol! 
over the old 
form, and he 


gence 
Tasmania; 


1s studying up for 
cult examination and 
for Shorthand And 
hat, pulls up the collar of 
sumes the air of a 
business and is 
round and says in 
been carefully 
if I really 
myself,” and this with the 


thought 


ready to sacrifice himself in 
reparation for the 
suffered thr 


friend So we go 


have ugh the 
his young 
matter of 


ground 


takes his 


again, is a 


rirst Ie son 


Disproving the Old Fallacy 


“Isn't it all very silly No one is too old 
to learn Light-Line; it is a system which can 
be readily acquired by old and young alike, 


person of average intelligence it is 
And when, after a few 
him- 


and to a 


a pleasure to study. 


weeks, it ts mastered the student finds 


self in possession of a most valuable accom- 
plishment, which will be of incalculable value 
to him through life. We are happy to savy 
that we have taught the art to scores of 
people ranging from 50 to 70 years of age, 
and many of them have found it of very great 


them \ few weeks 


most 


ago we ré¢ 
letter from a 


service to 


ceived a interesting gen 


tleman of 65 years of age giving his expert 
ence with different systems and stating that 
he was delighted with Light-Lin« He added 


that he is making satisfactory 


progress 


“We could quote numerous instances of 
great men who began studies when well on 
in life which called for infinitely greater 


patience and perseverance than is required to 
master Light-Line At the age of 80 Cato 
began to study the Greek while 
Plutarch began to study Latin when between 
70 and 80. Dr. Johnson took up the study 
of the Dutch language within a few 
his death. Boccacio was 45 when he first took 
up the study of light literature, and yet he be 


language, 


vears of 


the greatest masters of the Tus- 
Dante and Petrarch being the 
Benjamin Franklin did not 
until he 


came one of 
dialect, 
other two. 


can 
begin 
his philosophical studies was 50 
vears of age. We could go on extending this 
list indefinitely 
lt is Never Too Late to Learn 

becomes so 
longhand, to 
reason of its regular and uniform 


“As years go by, the hand 
element of 


accustomed to the 
which, by 
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that it becomes a 
to attain freedom in 


movement, it 
task of extreme difficulty 
writing the 


is adapted, 


characters of a geometrical sys- 


tem, which are formed on an entirely dif 
ferent principle and demand a different move- 
ment. Not so with Light-Line, which con- 
sists of familiar strokes and is written with 
that uniform inclination and movement to 
which the hand is accustomed. It is never 
too late to learn Light-Line, and it is never 


too late to make it of service 


oOo 


Maintain Your 
Intellectual Headway 


Says Freperick M. SCHAEBERLE 


idministrative Officer, Pace Institute, New York City 


NTELLECTUAL heauway, once attained 
man, should not be 


full 


nities will not be 


by a young man or w 
allowed 
value of educational 
realized. 


down Otherwise the 
opporti 
The transition from school to busi- 
crucial 


to slow 


time, and hard-earned 
lost 


In high schools young 


ness is a mo- 
mentum should not be 
women 
a carefully pre- 
and recre- 
supervised closely 
work are measured 


men and 


are required to submit to 
pared 


ational activities. 


program of work, study, 


T hey ar¢ 


and the results of their 


accurately. They are spurred to effort by 
every legitimate psychologic expedient. They 
form habits of study and attain an intellec 

tual headway that should carry them, if prop- 
erly maintained, through different programs 


graduat 


on, followed by a job 
or factory. The job 
at the beginning. The 
requirements are light as compared with the 
full program of work and study in the high 
Supervision and direction in the new 
often lax. The result, not infre 
quently, is a complete let-down of the intel- 
lectual headway attained by high school study. 

This period of transition is a difficult one 
for the who would 
amount to while. At this 
stage of development the high school gradu- 
ate should deliberately make plans to con- 
tinue intellectual development by means of 
well-planned study. This study may be car- 
ried along at night in conjunction with day- 
time work in a business position. Where a 
high school or college graduate cannot obtain 
immediate daytime employment in these dif- 
ficult times, it is highly advisable for him to 
maintain his l attend- 


Then comes 
in a business office, store, 
is usually a minor on 


sche vol. 


job are 


young man or woman 


something worth 


intellectual headway by 
ing daytime classes. 
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The 3 C’s of Credit 


As Outlined by the Public Education Commission of the American 
Bankers’ Association, New York City 
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One of cach pair of words in type is rrect in the place it appears; s t the proper one as you read along 
This article ts adapted to the »cabular f ali students who have compicted the Eighth Chapter of the Manual 
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Dr. Sunshine to thousands of western radio fans, Mrs. E. K. Fisher, widow of a famous 
California minister, handles personally a correspondence of considerable magnitude. 

Not until she was 70, had she ever handled a typewriter. 

She considers herself an example of what can be done by even the aged with modern typing 
devices. 
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A Department of Helps for the Beginner in Shorthand 
Edited by JOHN ROBERT GREGG 
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From Status Quo to Modus Operandi 


T this time of the school year the 
in which the shorthand student usual- 
ly finds himself is a state of beneficial 
dissatisfaction because his transcription speed 
and high as he 
and his teachers would like them to be 

The modus to do 


with us for a 


accuracy records are not so 
with 
few 


operands has much 


the status quo. Examine 


assist- 


which you are 
your 


moments the 
ing your 
and transcribing 


manner mn 


teacher to increase shorthand 


skill. 


How're Your Habits? 


well to remember that. sw 
the 
mstructor, 
learned 


First, it is mai 
ter efficiently 
room under the direction of 
you can undo all that you 
through incorrect practice during your study 
period. Be as careful to develop correct 
shorthand writing and transcribing habits out- 
side the when under 
the eye of your teacher. 

Second, do realize how little of your 
day from, say, 8 a. m. to 10 p. m., your 45- 
minute shorthand period fills, or even your 90 
minute period, if you are fortunate enough to 
have a program that includes two periods a 
day? You are learning a skill that can be 
utilized at great profit by you as soon as you 
are qualified. If will consider that your 
class period is a period devoted to guidance 
and explanation and testing, then you will see 
how important it is that you look upon your 
outside practice and study as a major factor 
in learning shorthand. The accurate and 
speedy stenographer perfects his skill through 
the concentrated efforts that he himself puts 
forth. 


how you practice in class- 
your 


have 


classroom as you are 


you 


you 


It's Up to You! 


Skill is a very personal thing. You cannot 
be skillful you continually need the super- 
vision of someone else. Your modus operandi 
should be based on a minimum of super 
vision and a maximum of personal practice 
and self-criticism. Determine to meet the 





Stale 


required standards of achievement without th 
aid of end, theretore 
do not 


any crutche lo this 


limit the time you give t 
of shorthand and transcription to the 45- or 
90-minute supervised periods in sch 


more shorthand. Keep your pen and paper 


and dictionary and typewriter busy at rm 
until you feel the self-confidence that ‘ 
only from self-effort. 


What About Your Vocabulary? 
Third, as you continue your study, you will 
probably find that you will have to give mors 


time to enlar 


ging your knowledge ot the mean 
ing of words. Note for a while the type } 
word that slows up your writing and tran 


nd that it is usually 
less unfamiliar to you. 


scribing speed. You will 
a word that is 

The 
rich your vocabulary is 
urally wish to plan that is econ 
of your time, that is 
give the desired results. Such 
low if 


more or 
about to en 
You nat 
mical 


manner in which you set 
important 
use a 
and one guaranteed to 
a plan is sim 
will but follow 


ple and easy to fi vou 


it! Vocabulary doesn’t grow very success 
fully by chance You must learn a few new 
words each day. 

The main and first source of new words 
while you are studying shorthand is your 
daily dictation material. In this material you 
will find enough new words to insure a healthy 
growth of your business vocabulary. Take the 


time to find out their specific business mean 
ing and use them sentences a sufficient 
number of times to make yourself familiar 
with them 
Some Common Legal Phrases 

As a little appetizer to this daily vocabu 
lary building, we are giving you this mont! 
some legal definitions in shorthand. Most 
civil cases and many criminal cases have thei: 
inception in business transactions and ever) 


business man and woman should be thoroughly 


! 


familiar with the meaning all common legal 


expressions 
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Legal Phrases of Latin Origin’ 










A posteriori a pas-té-ri-6'ri eam off 







Ages. « + 8 a pri-o ri From cause to effect 







Ad valorem . 





t the buyer beware 







Caveat emptor . 







De facto . 






lawful tith 


De jure 







Ex Officio 







Ex post facto 





Habeas corpus 
























Modus operandi . 


C 2 Perannum .. . pér An‘im 





7 > Percapita . . . pér kap‘i-ta For « person 


C a a pér s I tself 





GY Perdiem. .. . pér di’ém By the 
y) Prima facie _y pri’ ma fa’shi-< At first w 
, : mateer al far 
C 2 Pro forma . . - pro for ma \ , sor 
ether rr 
¢ a a Pro rata prorata Proportionatel) 
a Pweeem « « « 6 pro tém’ Temporarily 


Ze z 
# Status quo... sfa'tis kwo © state in which 


*From “Words—Their Spelling, Pronunciation, Definition, and Application,” by SoRelle 
and Kitt 
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Latin Legal Terms in 








(JHE GREGG WRITER May, 1933 


C SE¥) 











Are you practicing those Terms Used in Congressional Debates that have been appearing in’ the 
Reporter's Department since March? They are as good for the student as for the reporter. Add 
them to your vocabulary! 
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You will find that the writing of the defini- 
tions of new words in shorthand in a separate 
notebook and transcribing the definitions sev- 


eral times is a sure means of building a 
vocabulary that will greatly improve your 
transcribing skill and mark you for rapid 


promotion. 


Frequently Recurring Syllables and Derivatives 
of Common Endings 


After you become familiar with certain pat- 
terns for frequently recurring syllables and 
derivatives of common endings, you can write 
thousands of new words according to these 
Patterns are especially helpful in 
writing the derivatives of such words as those 
given in Chapter XI, Pars. 227 and 230. 

After you have completed your study of 
these will enjoy studying 
pages vii-xii of the Gregg Shorthand Diction- 


patterns. 


paragraphs, you 


ary, on which the following drills are based. 


Frequently Recurring Syllables 


Drill 1—pel, pelled, pulsion 


7 
‘ "a J : r 
< A. —_ 
. - C —- 
C SS Ss 


compel, compelled, compulsion, dispel, dispelled, expel, 


expelled, expulsion, impel, impulsion, propel, repel, 


repelled, spell, speller. 


Drill 2—tern, dern 


vA ( i J ; t 


eastern, casterner, western, westerner northwestern, 


pattern, lantern, cistern, modern 


Drill 3—gent, gence, gency 
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contingent, contingency, diligent diligence, divergent, 


divergence, exigency, indigent, indigence indulgent, 
& & 


indulgence, intelligent, intelligence, negligent, negli 
_ 5 


gence 


Drill 4—vity 


brevity activity, gravity, pt nluctivity, Testivity, 


captivity, nativity 


uous 
44 


, 
(_-») «A 
t 
arduous, contir | s, ing 5 you 
impetuous, fj s ptu s 


Drill 6—sive 


adhesive, corrosive, explosive, impulsive, impressive, 
massive, oppressive, submissive 
Drill 7—ually 
a ” 4 - 
Y ¥ 
9 
~ £ 
= 4 Y ro 6 
actually, continua equally eventually gradually 
annually 
Drill 8—nment 
¥ 
+ — 0 
fe) € 
> J , 
adjournment, alignment ttainment, assignment or 
signment, discernment chnement 
Derivatives of Common Endings 
Drill 1—scribe 
t a a e € , 
"oe ct — 
A ,! < 
describe, describes, describe le j ] pti 


cde ba ribable, 
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Drill 2—spect 


prospect, prospects, prospected, inspection 


prospector, 
Drill 3—sure 
L 


- 


A 


measure, measures measu measure 


ment, measureless, treasurer 


Drill 4—sult 


a 


} 


consult, consults, consu l, consultation, consultative, 


consultant. 


Drill 5—ulate 


regulate, , regulated, regulation, regulative, 


regulator, immaculately. 


Drill 6—logy, logical 


psychology, psychologic, psychological, psychologically, 


psychologist, psychologists, psychologize, theologian. 


Drill 7—ograph 


“<¢ 


photographed, photography, 
photo- 


photograph, photographs, 


photographer, photographic, photographical, 


graphically. 


See how nearly letter-perfect you can be 
on the legal terms and derivatives given you 
here, so that when the June number reaches 
you, you will be all ready to start practice 
on the financial terms and phrases that will 
be given you next month. 

And just a word in closing, to remind those 
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of you in the speed class that the Expert 
Medal Tests are from May 1 t 
June 15 for any who are ready to try their 
skill at 140 words a minute or better. 

The Transcription Tests at 60, 80, 100, and 
during the 


available 


120 words are issued monthly 


school year. Your teacher can give you details. 


ae a 
>OO 


Making a Game of 
Shorthand 


By Ceuta M. Ayars 
Shiloh, New Jersey 


66 E’VE just had the loveliest meeting 

Wi: the G. R. & W.,” Dot told me as 
she caught up to me on the street. 

“And what might the G. R. & W. be?” 
asked curiously. 

“Why, Gregg 
you know about it? We 
during Activities 
and Hazel is secretary She 
minutes in shorthand 

“What did you do in the G. R 
ing today?” I asked, interestedly. 

“First we had our 
Arthur was appointed to get a business man 
Evel yn, George, 


don't 
week 


Readers and Writers 
meet once a 
Kmma is president 
all the 


] ero 
writes 


& W. meet- 


business meeting and 
to speak at our next meeting 
and Helen were contest 
ready for the meeting after next. I think 
they’re going to have a brief-forms contest, 
students can 


selected to get a 


first- and second-year 
talked raising 


books, but we didn’t de- 


so both 
take part We 
to buy 
cide on anything definitely. We decided we 
wouldn't beg, or sell things folks didn't really 
want to buy. We thought if everybody could 
do some shorthand or typing work next month 


they had 


about money 


some more 


and turn in some of the money 
earned that way, it would help the treasury 
and be in keeping with our work 

“Then after the business meeting we had 
our program. Evelyn had charge of it today 
First she had us take turns reading the Short 
Stories in Shorthand in the back of the maga 
Then Stanley, who is always drawing 
put some on the blackboard while 
He used shorthand signs for 


zine. 
cartoons, 
we all watched. 
every line, and we all tried to see how many 
shorthand words we could find. After that 
we had a contest to see who could make the 
best cartoon with a shorthand sentence. Pearl's 
was the best and it’s going to be printed in 
the school paper. 

“The bell rang then, and the meeting had to 
be adjourned because some go home in the 
bus. I wish next Thursday would hurry and 
come so we could have our next meeting !” 
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Four Easy Business Letters 
On Chapter Ten 
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Four Easy Business Letters 


On Chapter Eleven 
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Two Easy Business Letters 


On Chapter Twelve 
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An International Broadcast of 
Commercial Clubs 


By FLorence Evarne ULRICH 


HIS is the time of year when inquiries 
about Club activities are 
received and for plays, pro 
grams, et cetera, are in demand. Our readers 
time to time have no- 
of their club 
resumé of some of the 
held follows. We will 


it in their words 


Commercial 
requests 
sent 


Irom us 


meetings, and a 
entertamments 


let tell 


tices 


them 
own 


“Ish Chay Jay Club” 


1929, the 
of the 


hel | hool, 


In October, advanced 
shorthand group 
Abilene High 

Abilene, Kansas, 
itself into a 
which they called 
“Ish Chay Jay Club.” 
been 


mii 
Tee See Tear 
Playiet 


Pires* 


orga- 
club 
the 
The or- 
ganization continued 
by the advanced and the 
club meets once a month during 
Programs are 
THe GREGG 
articles, 
that 


nized 


has 


class 


class period 

built up from 
WRITER, 
and other 
the magazine 

Roll Call 
rious novel ways, such, for example, as read- 
ing shorthand jokes from Tur Greco Writer, 
Santa Claus letters shorthand, shorthand 
New Year resolutions, et cetera. 

At one January program, a short sketch 
inspired by the article, “As One Stenog To 
Another,” was presented. The dialogue was 
appropriate to the “hints” given, and the title 
of the playlet was “Fired.” 

The characters were: Ima Late, (the girl 
always tardy); Loud Lee Crunchit, (the girl 
continually eating in the office); Mada Date, 
(the girl who arranged during office 
hours); the “Boss”: and Tan, (the 
gum-chewing stenographer ). 

After various breaches of office etiquette 
and ample display of inefficiency, the stenog- 
fired the 


stc ries 
in 


using 
items appear 


answered in va 


18 


in 


dates 
Yuca 


raphers deservedly by em 
ployer. 

As a complement to this negative side, the 
positive was then presented by the same char- 
acters in a sketch entitled, “Promoted.” 

This time the reformed girls, with names 
significant of their changed attitudes, showed 


efficiency and proper office conduct. Cast 


were 


Mr porte Livengood 


Unique “Ish Chay Jay” ys 7 
Snowman 


See Year Beeclutions 
Bisie toore 


names were: Ima Early, Noa Eatem, Ex-sper- 
mint, Early Date, and the employer. 

the program projects 
the students’ 
world, 
their 


This is an example of 
used in the club to promote 
knowledge of 

to the 
graphic work. 

The ‘purpose of the 
the 
a more 


business and 


enliven interest im steno 


! stated 
obtain 
knowledge of the 
and to put 
them into practical every- 
and, in addition, 
to gain information which 
back- 


understand- 


> as 


‘To 


1 
ciu 


in 


! constitution 1s 


principles of shorthand 
day 


use 


Is hecessary 


ol 


as a 


“Prom tea 


ground 

ng.” 
The programs are planned by 
three members assisted by three 
the three being 
major committee the 
thus a commit- 
assists and then takes 
planning, 


others, latter 
the 
next 
tee 
the 


- each 


on 

program 
first 
initiative in 


' 


one | 


and 
at some time 
We are plan- 
Valentine 
party tor There are 
“Ish Chay Jay” members. We 


elps 
during the year 
ning now to have a 
February. 
now twenty-five 
have our picture in the schox 


writeup appropriate to out 


| annual, with a 
activities 

“The Skilled Typists Club” 
The name our commercial 
group at the Gallagher School at Kankakee, 
Illinois, not mean, of that all 
of the members are skilled typists, but that is 
the goal which they for themselves. 
We are enthusiastic about our club, and since 
all enthusiasts want to talk about their hobby, 
we should like to tell you about ours. 

The original object of the club 
inspire students to become faster and more 
accurate typists. We added to our 
original plans the study of any and all mate 
rial that will help us to become better busi- 
ness people. 

When our club was formed, these require 
ments were for membership: A 
student must write a fifteen-minute speed test 
not more than three errors. He must 
have finished his typing budgets on schedule 


we have given 


de eS course, 
have set 
to 


was 


have 


necessary 


with 
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time. If, at any time, after becoming a mem 
ber, a student’s budgets or drills are not in 
on schedule time, he letter from 
the membership committee informing him that 
end of 


is asked 


receives a 
he is on the probation list. At the 
two weeks, if his work is not in, he 
to resign. 


Fastest Typists Serve as Officers 


At tl 


typists 


1e end of each month the four speediest 
(with not over errors on a fif- 
their ability 
This 


each 


three 


teen-1 test) by virtue of 


become the officers for the next month. 


method 


othce 


invites friendly competition for 
his month we had a tie for president, 
words 


present 


with two 
time, we 


wondering 


students wrote 8&2 
rherefore, at the 
presidents We 
| 


ave but on 


are all 
next month and who 
it will be 

To make rivalry still more keen, we have 
a wall chart to show the f 
the club members 
dicated ontal red lines. E 
can see at a glance just how he 


relative speeds of 
Inc reased speeds are in- 
ich student 
ranks with 
the other members 

month at whicl 


After the 


Meetings are held once a 
new officers are introduced. 
} 


time 
usual 
meeting, we 


USINeESS 
have an inter 
esting 
gram 
by the officers. 


p ro 
planned 


Our people are 


‘ 


much inte 
ested in study 
he world’s 

typ 

. eiT 
technique and 
their 
alities 
meeting, 


person 
At one 
for 


instance, we ata 
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much we have ¢ clubs 
this 


issuc 


njyoved meeting other 


We all 


t when in 


through your welcome 
and “ y ™ 


pages 
every 


and 


contact 


we find new friends, new ideas new 


inspiration 
Shorthand Club of Kobe, Japan 


month a phot 
Palmore Wo 
Japan, sent us 
\ndersotr Miss 


nationalities 


luding here this 
group from 
men’s English Institute, Kobe, 
by their teacher, Miss Myra 
writes that 


We are in 


of the shorthand 


Anderson seventeen 


were represented in the two hundred students 


of the school We regret that we do not 


have the names of the young ladies in this 


group 
Prize High School Booth Exhibit 


of Galesburg, Illinots 


The Americat 


sponsored a Mer 


Leg 


| xposition I 
term last 


of Knox 


displays 


1 
I 

] 
i 


accepted, including 
When the 


booth’s d splay 


taking part 
the attention 


{ the 


partment, our 
first thought 
put on 


' 
nionh 


‘ 
permit o 
demonstr 


with all 





had a talk and 
an exhibition 
pertormanc 
given by 
George Hossfield At another 


school spoke to 


the 
us on, “The 


meeting 
prim ipal of our 
Importance of Typewriting.” We 
interest the many valuable bits of information 
appearing in THE 
course, we have a social 
our talented 
several of 


follow with 


typing and 

Grecc Writer. Of 
side to our club, and 
entertained us at 


about typists 
members 


have our meet- 


ings. 
Our club has already been introduced to 

‘Skilled Typist Club Mem- 

the March Greece 


do want to say, also, how 


(a group ol 
bers” was pictured in 
Writer), but we 


you 


Palmore Institute Girls at Kobe, Japan 


other displays 
of differ 
ent epart 
ments of our 
school being prepared 
When Writ 

to the classes, the score 
cent and all typists 


skill. We 


lis project and came out with fifteen 


I xpositior 


were shown 


(REG R designs 
for enthusiasm reached 
one hundred per eagerly 
set to work trying their 
ol 


spent on 
week on 
splendid specimens. Some were done in two 
f inked 
pale blue and am-colored paper 
backgrounds were ideal for 
of sky and complexion colorings. 

Some of the 


lows, 


were made on 
7 he Se 


representatrons 


colors of ribbon and all 


designs were as fol 


tvping 


many of which you will probably recog 
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ize as copies from the Grecc Writer plates: 
"The End of the Trail,” “The One Horse 
Shay,” “The Wise Old Owl,” “The Happy 
Pussies,” “Sunbonnet Maid,” “The Easter 
Bonnet Girl,” “Regiment of Soldiers,” “The 
Ducklings,” “The Englishman and his Dog,” 
“The Skater,” “The Butterfly,” and “The 
Flower Basket.” 

These were mounted by art corners on three 
large white cardboards and printed appropriate 
display captions were attractively lettered on 


them. 

The senior 
their hand and shorthand 
and created several lovely specimens 

“The Reindeer,” “The Lion,” “The School 
Girl,” and “The Head of George Washington”— 
these were our Art goal. Also a very dear 
little Valentine lady was achieved and given 
a prominent place on a large red heart. The 
Shorthand poster was arranged and mounted 
in the same manner as the Typing posters. 
The whole exhibit was of exceptional merit 
and received a prominent display in the booth. 
We heard many fine comments on this work 

We are happy to say that the Altona booth 
took first place in the merit award and second 
place in popularity, netting us sixty dollars in 
prizes. This will be used in buying new 
equipment for some departments of our school. 


tried 
designs 


shorthand department 


pens on 


Gregg Shorthand Association Gives Play, 
Musicale, and Dance 


Here’s the newspaper account of one meet- 
ing of the Lowell (Mass.) Gregg Shorthand 
Association last April: 

This event was one of the most outstand- 
ing of the Gregg Shorthand Association's pro- 
grams this year. The play is called “Who 
Kissed Barbara?” Come, confess, boys. The 
boys say they won't tell, so it’s up to you to 
guess “Who Kissed Barbara?” The cast con- 
sisted of some of the prominent members of 
the Association and also of the High School. 
The actors were Robert Mansfield, Donald 
McArdle, who were also in the High School 
play, Daniel Carmody, Agnes Cavanaugh, and 
Annette Provencher. 

“Who Kissed Barbara?” is a humorous 
play about a kiss in the dark given to Bar- 
bara Nichols, the bridesmaid, the evening be- 
fore Katherine Blake’s wedding, and it nearly 
results in no wedding. Dress suits and pep 
permint sticks are closely associated with the 
bridegroom, best man, and the butler. The 
unraveling of the mystery furnishes bright, 
sunny comedy. 

But there was more than 
three-in-one performance. There was 
a musicale consisting of four vaudeville acts. 
Do you still remember the boy who spoke on 
“Black Justice’? Well, yes, you guessed 


a play in this 
also 
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right, “Joe” McGrath it was who delighted 
and pleased the audience with a banjo solo. 
The others consisted of Virginia Galvin, who 
sang a group of popular songs, and other 
talented singers and dancers. 

Finally, there was the dance in Coburn 
Hall, with music furnished by the Nifty Ox 
ford Collegians led by Arthur Cantara him- 
self. What could be better than a good dance 
after resting comfortably the earlier part of 
the evening, watching talented actors per- 
form? 

With apologies to Walter, let us say—O. K., 
Gregg Shorthand Association ! 


A Virginia Program 


E. C. Glass Senior High School, Fall, 


1903 I 


Procram ComMMEeERCIAL CLUB 


September, 1931 February, 1932 


Lynchburg, Virginia 


October 28 Field Trip Wednesday 
Sta-Kleen Bakery 
BAKERS OF BREAD AND CAKES 
November 10 Field Trip 
Crutchfields 
DYERS) 
Virginia Laundry 
DRY) 
November 13 Speaker Friday 
Mr. C. W. Bowen, Manager, Schneer's, 
Inc. 
INSTALLMENT METHODS OF DE- 
FERRED PAYMENT 
November 17 Field Trip 
Lynchburg Hoisery Mill 
MANUFACTURERS OF MEN’S AND 
WOMEN’S HOSE 
Speaker Tuesday 
Mr. L. L. Hern, Credit Manager 
Armour & Co. 
FUNCTIONS OF ARMOUR & CO 
December 2 Play, “Diogenes Looks W ednesday 
for a Secretary” Thursday 
(Presented Twice Before Chapel) 
December 4 Field Trip Friday 
Peoples National Bank 
TELLERS, BOOKKEEPERS, 
VAULTS AND HEIRLOOMS 


Tuesday 


Tuesday 
(DRY CLEANERS AND 


(POWER LAUN 


Tuesday 


December 1 


December 8 Speaker 
Mr. Elmer Johnson 
Appalachian Electric Power Company 
ELECTRICITY AS A UTILITY 
December 15 Play, “Diogenes Looks for a 
Secretary” Tuesday 
(Before Rotary Club at Virginia Hotel) 


Field Trip 

Paramount Theater 

MOTION PICTURE MACHINES, 
WESTERN ELECTRIC SOUND 
PRODUCER, SEATS AND ACOUS 
TICS, AUDITORIUM, SCREEN, 
STAGE CURTAINS, VENTILAT 
ING SYSTEM 

Vincent Kersey, President 
E. F, Burmahin, Supervising Sponsor 

Dorothy Childress, Social Sponsor 


(Continued on page 466) 


January 23 Saturday 
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A Little Journey to the Home of 
Sir Edwin Landseer 


Part Il 


Reprinted by special permission from “Little Journeys to the Homes of Eminent Painters” 
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nest month) 
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An International Broadcast of Commercial Clubs 


(Continued from page 460) 


Fatt 1931 ComMmerciAL CLuB 


\CHIEVEMENTS 
Field Trips 
Speakers 
Play (Presented twice in Chapel, once before 
Rotary Club.) 
(d) 2 Donations 
- To Typewriting Department: An Interval Timer. 
. To Library: 1 Set, 4 “American Busi 
ness Practice” 


SUMMARY: 


(a) 5 
(b) 3 
(c) 1 


Volumes, 


“A Saturday Morning in an Office” 


The first-year stenography class of Fre- 
mont Union High School, Sunnyvale, Califor- 
nia, gave an assembly program choosing Ethel 
A. Rollinson’s “A Saturday Morning in an 


Office,” taken from Mr. Bowle’s “Commercial 
Clubs” published by your company. This play 
was a real success and I feel that our students 
profited greatly through the [ 
points in office etiquette and business 
developed by their interest in the play. 
well received by the students and later was 
produced for the parents at the P. T. A. 
meeting, and they, too, greatly enjoyed it. 
Two of our girls, Ricca and Edna 
make the programs, 


discussion of 
eth Ss 
It was 


Anna 
Ashby, were assigned t 
and they were to be entirely original. I am 
a four-page folder ef- 
the typewriter and 
distribution. 


enclosing the result 
designed 
for 


fectively on 


mimeographed 


> 
5 
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Taking Stock 


ian takes 
takes an 
id, values 
future. It 
ireful 


needs 
acticed ne ¢ 
rid over 
and wis practice for 


really know 


the she lves, 


ot us 
het} ' 
whether! 
and 
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' 
1S wt hOwW, 


wing 
machinery 1 lg 


somet 


hou 


1 for 


better time i | world to 


when we begin our career, 


what we have on hand agains 


1 


» know exact! 
vhich to me: inventory 
We 


until we 


succeeding 
lat we take as tl 
know exactly what 


know what we have; and we cannot 


drive our equipment of machinery unless 


are familiar with its capacities and what 
intended to do. 

Let us 
upon whi 


the 


to de 


strument 
for a 
Ex 


start by assessing 
ch we have chosen pend 


ivelihood—our enographic equipment 
' 

and where is it 

We have 


the oppor- 


have 


will it do tor us, 
capable of leading us entually 
eard a great deal of talk 
offers 


corroborative 


actly what 


about 


tunity that shorthand and we 


witnessed instances of its 


the same for us, “Reach for a Sweet”’ 


successtul 


usetulness ll it do 
othe 
upon which we « 
atly depend? 

itself 
study 


or have tl ones been fa 


lost 


vored by luck, annot our 
‘ 

seives too gre 
Shorthand o has no magic in it. It 

educa- 

the fact that 

not of itself 


consideration of 


certain definite 


possesses is a 


and 


write 


cultural valves, but 
we can shorthand 


ntitle us to any 


tional 
does 


S] IOC ial 


chance or fate. That is too much 
subject. Na 
instrument, it is the 
of it that imparts to 

What 


therein 


of any 


hand « 
value 


short 
lie s its 


of opportunity, is 


that it 


to expect 
matter what our chosen 


use we ourselves make 


it its particular value 
and 
instrument 


loes lay claim to, 


as a special 


usually places its 


and 


18 


towart 


y 


whether 


SO —P 


psychol 


1 five. 
“Mental tests 
sts,” 


revalet 


\ 


t 
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director of the Colgate University Psychologi- 
cal Laboratory, speaking to the National Of- 
fice Management Association, as he points out 
the growing body of scientific knowledge 
which shows the importance of diet on the 
subject of fatigue and efficiency. “Iron- and 
copper-bearing foods, calcium- and phospho- 
rous-bearing foods, and carbohydrate foods, 
especially the sugars, are the ones,” he says, 
“which scientific research is showing to have 
a profound relation to fatigue and produc- 
tion.” He cites studies which indicate that 
workers on a low carbohydrate diet are lower 
in production than when they are put on a 
high carbohydrate diet. Nor does the worker 
feel fatigue as much when he maintains a 
high carbohydrate diet; he can even perform 
more work and feel less tired. 

“The plant cafeteria, lunch room, or can- 
teen should take these facts into consideration. 
ty supplying predominantly carbohydrates, 
they can help production and prevent tired- 
ness, especially in the afternoon work spell. A 
mid-afternoon sweet ‘snack’ of a chocolate 
bar or a few cookies is an excellent ‘pick-up’ 
from fatigue. The director of plant safety 
could wisely include in his educational pro- 
gram an effort to enlighten workers on the 
importance of carbohydrates in their home 
meals. Tired workers are more susceptible to 
accidents, and workers who consume carbo- 
hydrates generously are not so likely to be 


tired workers.” 

To make his theme still 
Doctor Laird concludes the 
studies by pointing out that, calorie for calorie 
of energy, the carbohydrates are among the 
foods—a clinching argument in 


more alluring, 
report of his 


cheapest of 
these times! 


oO° 


New Award Offered 


HE frontispiece of this May issue shows 

a cut of the new Attainment Certificate 
now offered by THe Grecc Writer to those 
who have earned the complete series of cer- 
tificates comprising the “standard accomplish- 
ment” program of this magazine. This final 
certificate, printed on buff Japanese vellum, 
is of impressive size and design (11 x 17 
inches), making it suitable for framing—an 
attractive award for delivery upon gradu- 
ation along with the regular school diploma. 
If you have secured all of the certificates in 
shorthand, typewriting, and transcription, and 
your Achievement Record Album is now com- 
plete, you are eligible for this latest honor. 
The certificate is issued only upon formal ap- 
plication by the teacher on behalf of the 
student. An application blank will be sup- 
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plied on request. A nominal charge of twen- 
ty-five cents is made to cover lettering and 
postage on this final Attainment Certificate. 

Teachers, especially, should be fully in 
formed regarding Tue GrecG Writer's 
“standard accomplishment” program and its 
application in their work. It has many valu 
able features not obtainable from any other 
source. 


oO° 


Shorthand and Spanish 


HORTHAND and Spanish are two sub- 

jects worth dollars and cents to you. In 
a previous issue of this magazine the eff 
cacy of learning these two subjects coinci- 
dentally was advocated, and in New York we 
have just met a man who is teaching the lan 
guage of Cervantes and shorthand in just 
this way. Mr. I. Torreblanca, who is con 
tributing to our Spanish shorthand magazine, 
El Taquigrafo Gregg, and who is actually 
teaching shorthand by this method, said of 
this idea: 

“Your present knowledge of shorthand fits 
you to learn a foreign language, while, at 
the same time you can learn shorthand in 
that foreign language. It can be learned 
quickly and thoroughly because in your study 
of shorthand you are handling sounds. Then, 
too, it is easier to remember words that are 
written in shorthand than those that are 
written in longhand.” 

Speaking of the usefulness of shorthand, 
Mr. Torreblanca emphasized that the advent 
of better times and increased foreign trade will 
offer splendid opportunities to the ambitious 
stenographer, particularly those who can use 
shorthand in foreign languages as well as in 
English. 


oOo 


Patience! 


HO won that Play Contest? We had 

expected to be able to announce the re- 
sults this month, but fortunately had not 
committed ourselves to a definite date. It was 
predicted around the office that there wouldn't 
be any entries for a contest announced on the 
editorial page—nobody, we were told, reads 
the editorials! We've never been of that opin- 
ion ourselves, of course, but we really didn’t 
expect to have our faith justified by such a 
number of contestants. The dramatizations of 
that article of Miss Raymond’s in last Octo- 
ber’s issue—“If I Were a Stenographer”— 
are still in the judges’ hands, but the June 
issue should tell the tale. Patience! 
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© DEPARTMENT 


Conducted by FLORENCE ELAINE ULRICH 
270 Madison Avenue, New York 


2. 


TS ty 
_ART and) CREDENTIALS ¢ 
g 


Rambling Jottings 


6€ UR department has 
made the O. G. A, 
Certificate a 
ment for first semester shorthand 
and the Superior Merit Certifi 
cate for semester. The 
semester is practically over and 
the enclosed papers, for which we 
hope certificates will be granted, 
are necessary for the completion 
of the course.” This from Miss 
Lillian E. Thompson, Junior College, 
dale, California, with a club not long 
I wish you might have seen the batch of 
papers that accompanied this letter. Bold, firm 
strokes, good get-away, proper proportion and 
size, uniform spacing—all were to be found in 
good degree in this club. But then, these stu- 
dents knew they had to make the grade, so 
they did. And you all can if you will try 
Congratulations and best wishes, Glendale 
Junior College! 


require- 


second 


Glen 
ago. 


The Taylor School, of Philadelphia, Penn 
sylvania, is another of the schools that is doing 
good work in the consistent use of our cre- 
dentials program. The neat arrangement of 
their tests is always a joy to the examiners 


And while we are speaking of good clubs, 
we must mention The Business Institute of 
Detroit. Various schools of this have 
been represented by some fine work in the 
shorthand and_ typewriting The 
teachers are to be congratulated upon the en- 
thusiasm for the work which has been developed 
in the classes, as evidenced by letters from the 
students. 


chain 


divisions. 


They are doing some effective work in their 
teaching of shorthand penmanship in the State 
Bloomsburg, Pennsyl- 


Teachers’ College of 


Vania W e 


results 


anticipate some in 
from the work 
of this class when they are gradu 
ated and in the teaching field 
These students are certainly re 


teresting 


ceiving good training in learning 


how to write shorthand! 


Bay Path Institute of Spring 
field, Massachusetts, and Church 
Easton, Pennsylva 


man Business College of 


nia, are among the distinguished schools this 
month to 
tests in 
Both of 


plete Grecc WRITER 


past send in fine large clubs of 


typewriting as well as shorthand 


these institutions adopted the com 
Program this year, and 
Credentials That 
excellent results in 

attested to by the 
<lubs 


are using the full Service 
the teachers 
their use of the 
splendid work we 
that are hailed with pleasure for arrangement 
of the tests, as well as quality of writing 

Good work—and our congratulations to the 
teachers, Mr. Marshall, Mr. Munford, and 
Miss McGinn 


are getting 
plan is 
have been receiving 


One of the largest clubs of Senior O. A. 7 


Tests, all to 
ceived from Kinman 
Spokane, Washington, 
sie D. Baird. 
the club. The special prize of 
was awarded to Miss Anna Freise, the student 


qualify tor certificates, was ré¢ 


Business University 
ubmitted by Mrs. Tes 
tests in 


Chere were sixty-three 


a tountain pen 


whose paper was adjudged the best in the club. 
Good work, Kinman Business University, let's 
hear from you again! 


A. runs as high in 
higher 


Enthusiasm for the O. G 
the tropics as it does in the States 
perhaps—for down in Samoa ten boys went 
back to during vacation to get their 
Contest on the January mail 


school 


specimens on 
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boat. If you picture Pago Pago as a place 
to laze in under the shade of the sheltering 
a look at the alert group that 
is “Gregging” it down there under Brother 
Fred Henry’s tutelage! 


palm, just take 


Rosenthal School of Commerce, Columbia, 
Missouri, is finding it possible to qualify 
students on the 60- and 8O-word T. T. tests 
beginning in the fourth month of the term. 
Good! The earlier in the course this definite 
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accomplishment can be placed the more value 
it has as an incentive 


tests of outstanding 
Subramaniam, of 
regret that a blue 


Among recent O. A. T. 
merit was one from T. N. 
Kuala Lumpur, F.M.S. We 
ribbon was used, which does not permit of its 
reproduction. 

Can you do as well as your Malay brother 
this win your certificate 


typist month and 


also? 





Brother 


Fred Henry's class from Pago Pago, American Samoa, lads who are 


competing for O. G. A. honors this year 


cO° 


How Shall We Set the C. T. Tests? 


N this month’s issue the C. T. test appears 
We have given exhaustive 
study to the arrangement of this test ma 
terial so that it might function in the most 
effective manner possible. Our problem has 
been to present the test in satisfactory form 
and, at the same time, make such use of our 
space as would be most beneficial to our sub- 
teachers. We have only a 
serve all pur 


in new form 


scribers and our 
limited number of 
poses, and we want to use each one as bene- 


pages to 


ficially as we can 
Which Style Do You Prefer? 


From a considerable number of teachers we 
have received the suggestion that the C. T. 
matter would be more useful if set in a larger 
type. This conclusion is not entirely axio- 
matic, however, as readability is not always 
type size. This test ma- 


gained by large 


readable under ordi- 
and, of course, we 


terial should be readily 
nary lighting conditions 
have considered the set-up which we have fol- 


lowed heretofore as meeting this requirement. 
We Want Your Opinion 


Some of the suggestions that have come to us 
have obviously been upon a tradition 
growing out of the style in which tests put 
out by typewriter companies in the past have 
Such tests were used differ- 


based 


been arranged. 
ently and were subject to different measure- 
ments. The typographic set-up they followed 
may, Or may not, represent an advantage over 
that followed in the C. T. tests heretofore. 
We want the users of these tests to decide 
this matter, and since practical classroom work 
is the only thing that can give finally con 
clusive evidence, we are modifying the set- 
up of the tests so that they may be tried com 


paratively in the schools. If the new arrange- 
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ment is more generally satisfactory than the 
old, we shall continue it. On the other hand, 
if reports indicate that the new arrangement 
is not an improvement, we shall revert to the 


former style as soon as the point is established 
Try Both Styles for Comparison 


Our suggestion is that those who are using 
the C. T. tests make careful comparative trials 
with both styles of Take the 
test in its new form and let your class write 
it, establishing a 
Then let the 
ditions, 


arrangement 


proper record of results 


same class, under the same con 


write one of the earlier tests—say 


° 


May Test 


st papers should be accompanied 


certificates May copy 


, 


n making out 


O. G. A. Writing Test 


This is a test of your ability to write shorthand 
smoothly, fluently, and correctly. It can be written 
by any student who has completed the first eight chap- 
ters of the Manual. Before submitting it for the 
Certificate of Membership in the Order of Gregg 
Artists, practice this test as often as you like, and 
until you have produced «a copy in your best writing 
style. Ask your teacher to criticize your notes as 
ypu practice. 


She paused to watch the sunset drive down 
the sky like a ship in flames. The rising 
floods in the distant valley, which all the 
afternoon had been gray and dead, were now 
a running fire, the black, huddled pines in the 
foreground glowed and stood apart, divided by 
a tawny gleam and shadow of sapphire; the 
near-by lake, which had appeared to be of un- 
exhibited to the flattening 
surface, each rough 
shine; the 
shaded, as 


varied smoothness, 
rays each billow of its 
ness of its texture, but did not 
colors it were dim and 
though seen through frosted glass 


received 


O.A.T. Typing Test 
Junior Test 


Anyone studying typewriting in school or by him- 
self may try this plain copy test. Practice the test 
until you have a specimen that represents your very 
best work before submitting it for the certificate. 

Better single space this test, and supply a title 
before starting to copy Whether or not you agree 
with the author about walking as a year-round exer- 
cise, you'll probably agree that it is ideal exercise 
these fine spring days. 

I make the assertion that walking is ideal 
exercise for business men (and my remarks 
apply equally to business women), and that 
because it requires no mental effort and no will 
power. Take such an exercise as the “daily 
dozen.” It is simple and handy, yet you 


can’t think about anything else while doing 
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Material 


t. Yor 
And to take 
and stick 
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the name 
Exercise 
f an instructor 
attention, becat 
guide the vict 
day-dreaming the: 
nasium uses uy 
another, and tends to associ 
physical fitness with punishment 
Now, doin tasks against the 
ing by pr 
are exactly the things ] lan 
enough of in his day work. When he 
time to limber up hi uscl he instinctively 
wants to @1\ ] nind and volition a rest 
And he ought t t 1 mental atten 
tion requires he brain 
any physiolog 
too, 18 
work both head d body 
not according Nature 


disagreeable init he bar 


expending power, 
gets 
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demat 


Senior Test 


This test is for the advanced typing students who 
already hold their Junior O. A. T. Certificates and 
have passed the Competent Typist Speed Test at 40 
words a minute. Arrange the following Removal 
Sale notice on two sheets of paper, the general an- 
nouncement (properly paragraphed) on one, the spe- 
cial items on the second 


Here 18 
in our hist 
at { suppl 
move, but 
pose ¢ f our 


Blankets, a1 


recent importat 
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a rare opportunity for you to acquire beau- 
tiful Linens for very little money—and if 
not in immediate need, you will want to buy 
and hold them in reserve for future use. 

The House of (supply name) has never 
carried low-grade Linens—only the finer 
grades, but on this occasion of our Removal 
Sale you can buy these Beautiful Linens 
at temptingly Low prices. We want to dis- 
pose of our entire stock before going to 
our new location, and prices have been re- 
duced Low enough to insure a complete clear- 
The original price remains on each 
ticket and the reduced price is written in 
red. Prices on many items have been cut 
exactly in half, and on all others the reduc- 
tions are great enough to cause this Removal 
Sale to be tremendously successful. This Re- 
moval Sale, for anyone gathering a trousseau, 
affords a splendid opportunity to purchase a 
variety of items at prices that will mean a 
considerable saving. Your friends would like 
to know of this Removal Sale. Tell them 
about it. 

Since we are offering only dependably good 
there will be no re- 


ance. 


qualities pertect goods 
strictions during this sale. Purchases may be 
charged as usual, or sent C. O. D. if you re- 
quest it. You may, within five days, exchange 
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or return anything you purchase during this 
sale excepting, of course, items that have 
been monogrammed to your order. (Supply 
advertiser's name and address.) 


Part Il 


All these items are included in our Removal 
Sale at invitingly Low prices: White Dam 
ask Table Cloths, all sizes from 2 x 2 to 2 x 4; 
White Damask Napkins, all sizes; Lace and 
Embroidered Banquet Sets; All-Lace Table 
Cloths; Cloths and Napkins, in Pastel Shades 
of Damask——Also Silk; Breakfast, Lunch- 
eon, Bridge and Tea Sets; Doilies, Scarves, 
Runners—and Many Odd Pieces; Fruit Nap 
kins—Tea Napkins; Dinner Napkins—Lunch 
Napkins; Handkerchiefs in White and Col 
For Every Occasion; Men’s Handker- 
Towels—Every Kind for Every Pur- 
pose; Linen Sheets and Pillow Cases; Em 
broidered and Lace-Trimmed Sheets and Pil 
low Cases: Percale Sheets and Pillow Cases; 
Cotton Sheets and - Pillow Cases; Sateen 
Quilts and All-Silk Satin Quilts—both Spring 
and Winter weights; Light Weight Blankets; 
Winter Weight Blankets; Blanket Covers; 
Bedspreads of All Kinds; White Linen ior 
Sheets and Pillow Cases: Huck Toweling 


ors 


chiefs ; 


Club Prize Awards 


Isabel Wright, Heald College, 
California 
High Schoo!l, 


Ban Jose 

Mabie Hale 
Allegan, Michigan 

Perdethia Eicher, Senior 
High School, Altoona, 
Pennsylvania 

Alejandrina Davila, Central 
High School, Santurce 
Puerto Rico 

Inez Bruni, High School 
Gloucester, Massachusetts 


Silver Pin 


Mary Anne Bentley, Cathedral! 
High School, Omaha, 
Nebraska 

Geraldine 
School, 
vania 

Eunice Bennett, High School, 
Beaumont, Texas 

Mae Cosman, High School 
Houlton, Maine 

Catherine E. Smith, Senior 
High School, Mansfield, 
Massachusetts 

Wilma Lynch, High School, 
Albuquerque, New Mexico 

Shigeomi Kubata, Kauat 
High School, Lihue, Kaual, 


Yeckley, High 
Patton, Pennsyl 


Bronze Pin 


Ruth Daugherty, St. Francis 
Borgia School, Washing 
ton, Missouri 

Ruth Klein, Manual Arts 
High School, Los Angeles, 
California 

Marion T. Thorton, St 


Menodora Lee, Saint Joseph 
High School, Wapakoneta, 
Ohie 

Bleanore Reid, St. Peter High 
School, Mansfield, Ohio 

Vivian Russell, High School, 
Buchanan, Michigan 

Janet Wickham, Cardozo High 
School, Washington, D. C 

Marjorie Randall, High 
School, Baraboo, Wisconsin 

Mary Smith, St. Teresa High 
School, Decatur, Il!inois 

Mildred Jaster, High Schoo! 
Montello, Wisconsin 

Eleanor Pate, Community 
High School, Marengo, 


Robinson, Beacom 
Wilmington, 


Clara E 
College, 
De aware 

Mary Jane 
School, 
Indiana 


Dawson, High 
Crawfordsville, 


O. A. TF. 


Fountain Pen 


Township 
Savanna, 


Gladys Sehrunk, 
High School, 
Illinois 

Ada Rosa Harvey, Senior High Illinois 
School, Beaumont, Texas Eva Mittelstadt, Senior High 

School, Fort Atkinsor 

Wisconsin 


Pencil 


Hawaill 

Marie Webber, Union High 
School, Wil'oughby. Ohlo 

Ramona Smith, High School, 
The Dalles, Oregon 

Virginia Henning, High 
School, Albert Lea, Min 
nesota 

Frances Fisher, St. Joseph 
High School, Wapakoneta, 
Ohle 

Ludene Brumley, High Schoo! 
Cairo, Tllinols 

Andrew Sefranek, Catholic 
High School, Bethlehem, 
Pennsylvania 

Irene Lee, Union High School, 
Kl Monte, Ca ifornia 

Marjorie 8. McGraham 
Sacred Heart Commercial 
Elizabeth, New Jersey 

Marguerite M. J. Hame'!, 
Thibodeau College, Inc., 
Fall River, Massachusetts 


Charles’ School, Philadel 
phia, Pennsy vania 
Blanche Brodtrick, Hadley 
Vocational School, St 
Missouri 

The Business 
Detroit, Michi- 


Louls, 

Hazel Avery 
Institute 
gan 

The'ma Jones, Thomas Jeffer- 
son High School, Council 
Bluffs, lowa 

Elmer Gattermeyer, St 
venture High School, 
Columbus, Nebraska 

Catharine M. Herbert, St. 
Katharine Commercia! 
School, Baltimore, Mary 
land 

Jennie Esposeto, Proviso 
Township High School 
Maywood, Illinois 

Marcella Eisenmenger 
School, Villa Grove 


Bona 


High 
Illinois 


Hazelle Stransky, High School 
Brookings, South Dakota 
Silver Pin 
Doris Sherlock, Balboa High 
School, Balboa, Canal Zone 

Janet Croto, High School, 
Burlington, Vermont 

Evelyn Filip, Alvernia High 
School, Chicago, Illinois 

Mildred Pitts, Township High 
School, Evanston, Illinois 

Va'eria Glembo, Messmer 
High School, Milwaukee, 
Wisconsin 

Lula Lyons, 
College, Bloomsburg, 
sylvania 

Dale Nelson, High School, 
Stockport, Iowa 

Lucille Schadel, Central High 
School, Lead, South Dakota 


State Teachers 
Penn 


Bronze Pin 


Helen Burke. High School, 
Hackettstown, New Jersey 
Rose Marie Compoly, Catholic 
High School, Red Bank, 

New Jersey 

Mary Thompson, High School, 
Burlington, Vermont 

Gilberte St. Jean, Convent of 
Jesus and Mary, Woonsocket, 
Rhode Island 

Grace Daulton, High School, 
St. Paul Park, Minnesota 

Eleanor Carlson, High Schoo! 
Cadillac, Michigan 

Genevieve Pesetski, High 
School, West Chicago, 
Illinols 

E'eanor Rusk, Roosevelt High 
Schoo!, Washington, D. C. 


(Continued on page 475) 
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May Competent Typist Test 


Use double spacing in typing this test 










To find the gross number of words you write, divide gross number of 
strokes by 5; then deduct 10 words for each error to get met words 
written. Each 200 strokes is indicated by a lighter letter and an accom- 
panying figure to facilitate counting the gross number of strokes written. 










When a young man begins to become discontented with his lot 
in life, it is time to commence to have some confidence in him. 
When he gets so thoroughly discontented about what he is doing 
that people’ outside the family begin to notice it—and talk about 
it—it is safe to offer odds that he is a young man who is about to 
be heard from. The manner of his coming—the method that he 
will adopt to make’ himself known—is a matter of his own selection, 
but, as ambition is his mentor, it is quite safe to let him select his own 
path unaided by advice. Some fine morning his friends will wake to 
find that’ he has actually arrived. 

There are several characteristics in men that run directly counter 
to success, but it is doubtful if there is any trait in human nature . 
that stands out so conspicuously as‘ the enemy to everything that 
is naturally progressive as the condition of smug self-satisfaction 
that so many persons assume. Once fitted firmly into this position | 
in life, there is no hope that they’ will ever be able to do anything 
that is really worth doing. They have got themselves into a rut 
from which it is practically impossible for them to extricate 
themselves, and, like the dead bugs in’ amber that they are, they 
must remain in the quarters they have chosen for themselves until 
some more energetic fellow comes along and digs them out. 

There is, of course, no end of foolish ambition’ in this world. 
Wherever we turn we meet with men and women who are the 
victims of the most hopeless aspirations. The total amount of 
energy that is wasted in vain strivings after the impossible, today,’ 
would be almost sufficient to furnish the power necessary to 
inaugurate a municipal lighting plant; and yet, from whatever point 
of view you study the question, all these wasted efforts, all these’ 
misspent energies, are far more commendable than the dead 
inanition of the smug individuals whose greatest ambition is to be 
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permitted to do absolutely nothing at all. Entirely satisfied with 
themselves'’ and with everything they do, there is nothing that 
would tempt them to try to lift themselves out of the rut into 
which they have fallen. 

If that self-satisfaction that spells contentment is the’’ foe to 
progress, it is dissatisfaction that is the world’s greatest spur to 
ambition. If you are satisfied to stay where you are; if you are 
content to keep on indefinitely working in the little hole’ that you 
have made for yourself, it would take nothing short of a cataclysm 
to arouse you to greater efforts. Men and women who are satisfied 
with the fact that they are able to make a bare living'* do not find 
it very difficult to accomplish this feat if they are blessed with 
even ordinary ability and intelligence; but, of course, that is the 
limit of their achievement. Other youths and maidens who started 
side by side with them leave them far behind in the race, and, though 
they may sometimes wonder why they have been distanced so 
badly, they make no effort to catch up with the companions’ who 
have left them so far in the rear. 

No, it is the dissatisfied, the discontented man who makes his 
way in the world. He is never happy unless he is climbing. He has 
a dozen plans to help him in" his struggles up the ladder of success, 
and before he has had time to experiment with half of them he has 
a dozen others ready to take their place. He is never quiet. If he 
is not physically active,’ his brain is at work planning and plotting 
to place him securely upon another rung. As the result he never 
has time to get into a rut. He never has time to sit down and think 
of the joys of a quiet” life. Everything is effort with him, and, if 
time proves that many of his energies have been misspent for the 
reason that ambition had mapped out a campaign that was too 
much for him, he has the satisfaction’’ of knowing that his time 
has not been lost. He may not have attained the goal on which he 
has fixed his hopes, but he has certainly climbed higher than he 
could have done if he had settled*’ down into some smug little rut 
where he never had to think of doing anything out of the ordinary. 
(4097 strokes)—-Graham Hood, in the “New York Globe.” 
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High School, 
Colorado 
Notre 

Aviston, 


Mabel 
Coloralo Springs, 

Helen Horenkamp 
Dame Academy, 
Illinois 

Helen Horak, Memorial High 
School, West New York, 
New Jersey 

Doris Kent, St. Vincent's 
Commercial School, Ger- 
mantown, Pennsylvania 

Bleanor T. Cunius, St. Charles 
School, Philadelphia, 
Pennsylvania 

Fannie Horowitz, Senior High 
School, Johnstown, Penn- 
sylvania 

La Verna Krueger, 
School, Brillion, Wisconsin 

Hugh Ernest Wright, High 
School, Gallatin, Tennessee 

Rosella Wicks, Township 
High School, Seneca, 


Swanson 


High 


Tilinois 

Ruth Lauderman, Notre Dame 
Academy, Covington, 
Kentucky 

Clara Easterwood, High 
School, Maumee, Ohio 

Malcolm Love, St. Louls Col 
lege, Honolulu, Hawali 


Helen Longo, Warren Harding 
High School, Bridgeport, 
Connecticut 


Dorothy Garrity, St. Michael's 
High School, Brattleboro, 


Vermont 

Alda Olsen, High School, 
Park Falls, Wisconsin 

Ruth Beggs, College of Com- 
merce, Iowa City, Iowa 

Geraldine Smith, High School, 
Milford, Ohio 

Dan Lenihan, High 
Baraboo, Wisconsin 

Irene Isabelle Sabo, Township 
High School, Divernon, 
Illinois 

Myrtle Mewis, Monte!lo High 
School, Montello, Wisconsin 

Charlies E. Bishop and Louise 
C. Nutter, Thompson Col 
lege, York, Pennsylvania 

Jean Roper, High School, 
Manhattan, Kansas 

Kathleen Koller, Catholic 
High School, Harrisburg, 
Pennsylvania 

Lillian Bilameuser, The 
linckrodt. Wilmette 
Illinois 

Verna Gunning, MacCorma 
School of Commerce, Chi- 
cago, Illinois 

Willys Torkelson, High School, 
Owatonna, Minnesota 

Luis Gastelum, High 
Nogales, Arizona 

Louls Ozella, High School, 
Marseilles, Illinois 

Veda Ramsey. High School, 
Denton, Montana 

Stella Barnes, High School, 
Bell, California 

Florence Bottom, Madalyn 
Price, Stanley Shaver, and 
Katherine Castelli, High 
School, Marseilles, Illinois 

Virginia Mitchell, Spalding 
High School, Griffin, 
Georgia 

Delia Davidson, Oklahoma 
Agricultural and Mechanical 


School, 


Mal 


School, 


College, Stillwater, Okla- 
homa 
Josephine M. Bailey, College 


of Commerce, Iowa City, 
lowa 

Laurence Wilson, High Schoo!, 
Girard, Kansas 

Pauline Miller, Glenbard High 

School, Glen Ellyn, Illinois 
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(Continued from page 472) 


Estavilla BE. Donahey, Senior 
High School, Johnstown, 
Pennsylvania 

Margaret Standiford, High 
School, Glenwood, Iowa 


Harold A. Jacobson, High 
School, Madison, Minnesota 

Marjorie Lohr, Community 
High School, Normal, 
Illinois 


Plate for the March 
O. G. A. Test 
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Helen Novotny, St. Paul's 
School, Reading, Penn- 
syivania 

Yolanda Apicella, St. John 
Commercial School, New 
Haven, Connecticut 

Leah Pretto, St. Mary's 


Academy, Cristobal, Canal 
Zone 
Marjorie Macintyre, High 
School, Houlton, Maine 
Robert Tatum, Senior High 
School, Beaumont, Texas 
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Peter Schuette, Aviston Com- 
munity High School, Avis 


ton, Illinois 

Wilfred White, 
Business College, 
Minnesota 

Elisabeth Dry, High School, 
Mitchell, Nebraska 

John Edward Taroli, Com- 
munity High School, West 
Frankfort, Illinois 

Zella Wood, South Cache 
High School, Hyrum, Utah 


Northern 
Bemidji, 








4, > 


Anderson, High Schoo 

eton, Minnesota 

William Sticka, St 
High School 
North Dakota 

Margaret Turner, High School, 
Warrentown, Virginia 

Doris Dirkes, St. Joseph 
School, Peru, Illinois 

Ora Bella Renner, Cedar 
Creek High School, 
ville, Tennessee 

Hattie Feathers, Central 
School, Averill Park, New 
York 

Anthony 
Commercial 
Haven, Cor 

Dorothy Bauer 





Mary 
New England, 


Greene- 


John 
New 


Stanio, St. 

School, 
necticut 
Regina High 


School, Norwood, Ohio 
Ruth Gorman, High School, 
Moroceo, Indiana 
Syivie-Ann Hamel, Holy 
Rosary School, Rochester 
New Hampshire 


Fred Custer, Township High 

Forrest, Illinois 

Verna Mattison, Township 
High School, Evanston, 
Tilir 

Victoria Duquenne, Township 


School 


High School, Taylorville, 
Illinois 

Margaret Davidsen, High 
Behool, Nevada, Iowa 

Lilllan Davis, High School, 
Coulee, Washingtor 

Catherine Renaker, St. Mary 
Academy, Mt. Sterling 
Illinois 

Ruth Horne, Brewster Free 
Academy, Wolfeboro, New 
Hampshire 

Fiorence Burst, Our Lady of 
Good Counsel School, New 
Orleans, Louisiana 

Harold Farley, High School, 
Matoaka, West Virginia 

Mary Jo Wassner, Convent of 


The Good 

Colorado 
Lenore Hugg, MacCorma 

School of Commerce, Chi 


Shepherd, Denver 


ago, Lllinols 

Gertrude Roy, Notre Dame 
North Adan 
Massachusetts 


Schoo! , 





Francis Bulawa, Immaculate 
Conception Academy, Charles 
City, lowa 

Dorothy Kiebach, High 
School, Luverne, Minnesota 


Henderson, Post 
Waterbury, 


Geraldine 
College Con- 

necticut 

Kamehameha 

Horn 


I ne Brow 
~ hool for Olr 
Hawall 

Mary Borys, 
Pewaukee, 


High School, 

Wisconsin 

High Schoo 

atha, Maine 
Dunnigan, S&t 
Commercial High 
Bennir Ver 


‘ le 
St. Ag 
Anastasia 
Joseph 
School 


Chasse, 


gtor 
mont 

Eleanor Neff, High School, 
Shelbyville, Missouri 

Virginia Price, High Schoo 
Madison, North Carolina 

Estelle Girard, Holy Angels 
High School, Manchester 
New Hampshire 

Gertrude Tam, Kauai High 
School, Lihue, Kavual, 
Hawaii 

Genevieve Ebel, 8.8. Peter 
and Paul Commercial 
School, St. Louls, Mis- 
souri 

Doris Richardson, Mt. Eudes 
School, St. Paul, Minnesota 
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May “Talent Teaser” 


\VEN’T you often wondered how the 
movie mobs ever acquired their rags 
and tatters? <A brief account of the 
process is given in our “Talent Teaser” this 
We've not been nearly as rough with 
the shorthand as the 


month. 
“ager” is with the gar 


ments he prepares, but you'll find a number 


of “tricky” restorations to be made in reading 
the notes. 
ing, you will find, and parts of some phrases 
in addition to the battered words. Still, some 
of you may be able to read the plate straight 
through without hesitation. You're getting 
good, if you can! 


One or two whole words are miss 


Key to Last Month’s ‘Talent Teaser 


HANDKERCHIEF Usep First spy CHINESE 


Long before the Christian era, a delicate silk tissue 


form of handkerchief was used commonly 


and was held in high 


and paper 
in the land of the lotus flower, 
regard as a sort of talisman 

hand 


In Europe, churchmen were the first to use 


kerchiefs, and for a long time only priests were al- 
lowed to carry them 

The kerchief was originally a cloth or towel, called 
a “coverchief,” but it gradually came to be called a 


handkerchief. 
Upon the records of Edward IV, in 1480, was an 


entry of payment to Alice Shapster for making and 
washing five dozen “handcoverchieffes.’ 

Sweethearts’ names and flowers were embroidered 
on handkerchiefs 323 years ago 

Among the French, it was thought 
mention a handkerchief. However, Empress Josephine 
decided that a dainty kerchief would be just the thing 
to raise to her lips when smiling—to conceal her im 
perfect teeth. From that day on, handkerchiefs have 
always been one of the of a complete 
toilette. 


vulgar even t 


necessities 
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Style Studies for Stenographers 


By E. Lituian HutTcHINSON 


Assistant Editor, The Gregg Publishing Company, New York City 


(Continued from 


the April issue) 


Parentheses and Quotation Marks 


ARENTHESES are enclosing marks. 
Their chief use is to enclose matter that 
is introduced in a sentence or in a para- 
graph by way of explanation 

You have already learned in the article on 
the Comma, in the March issue, that commas 
are also used for this purpose. The factors 
that determine your choice of which mark to 
use are the thought of the 
explanatory matter, and its length. 


separateness of 


Explanatory Matter 


If the clauses are brief and 
closely connected with the main sentence, com 


sufficient : 


phrases or 


mas are usually 
jusiness last month, generally speaking, was 
better 
The matter of discounts, important as it is, 
is not the determining factor 
Perseverance, it has often been said, is the 
key to success 
Your experience, in most respects, is valu 
able 


If, however, the explanatory matter can be 
omitted without affecting the essential mean 
ing of the passage, parentheses are preferable 

A real estate mortgage is a written document 
that pledges the title to real 

(land and buildings) as security for debts 
Such 


property 


a memorandum is called a deposit slip 
(see page 180 for illustration) 
Business largely fulfills its primary function 


(sales) through salesmen. 


\ third device, dashes, will be discussed in 
the June issue. 


Confirmatory Figures 


In legal work, parentheses are used to en- 
close figures verifying a written-out number. 


Reread General Rule 4 in article on “Fig- 
illustrations of 


[Note 


ures” in the December number for 


this use.] 


Citations of Authority 


Parentheses are used to enclose citations of 
authority or authorship: 


The Sun (New York) says editorially today: 
etc. 





‘The Story of Uncle Money” 
Gregg Publishing Company, 193 
in simple 
Treasury Department 


The “Ave Maria” 


beautifully 


(The 


) explains 


Sam's 


language the operation of our 


(Schubert) was rendered 


The use of the parenthesis to enclose an 


antecedent of a pronoun, in order to clarify 


the meaning, is evidence of faulty sentenc« 


construction. Either the 
be used alone, or the sentence recast: 


antecedent should 


Poor If Mr. Mead wishes Mr. Royce to inter 
view the customer, he (Mr. Royce) will 
not delay 

Berter: If Mr Mead wishes Mr Royce te 


view the customer, Mr. Royce will not 


inter 


delay 
Or Mr Rovyee will not lelay 
; 
: 


the customer if Mr Mea 


interviewing 


wishes it 

With Enumerated Items 
Figures or letters used to enumerate items 
run in in sentence form should be enclosed in 
parentheses : 


The following instructions are inte nded for: 
(1) semor bhookkeepers { junior hook 
keepers, (3) clerks, and (4) statis 
tical clerks 

We employ the following machine operators 
(a) Addressozrap! (} 


Photostat, (d) perfo 


edger 


multigraph, (c) 
ating 

Notice that no period is used with figures 
or letters thus enclosed 
indented usually 


In outlines, the steps are 


arranged according to the following scheme 


I. Elements necessary to formation of a contract 
A. Agreement 
Reality of assent 
a. Mistake 
(1) As to existence f subject matter 
(a) Illustratior 
It will seldom be necessary to carry a 


scheme as far as, or farther than, these six steps 
With Other Marks of Punctuation 
1. When the Parenthesis 


Middle of a Sentence. If any 
tuation is required at the point at 


Appears in the 
sentence punc 
which the 
appears, the should 


parenthesis punctuation 


follow the parenthesis 


If there is good reason for writing (and I 
think there is), we will write tomorrow. 
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’. ‘ @ 4 ; ’ TY ’ ’ y ‘ “ is¢ »’ 
Pre er A " . not enti noving (a 2. To indicate an editor's interpolat! n of 


correction im a quotation 


tion yeste y but, so far as we're cor 
as > "e _% “The atte [tl lric " s 
, negative < : contact wit : 
Important—No punctuation should ever be hig peli a Fini all cae 
used before a parenthesis that is part of the “The discovery of America in 1493 [149 
sentence. was celebrated by an appropriate pageant 


If the enclosed matter itself requires an _ 
So mes. in place of : renttea*e 

exclamation point or an interrogation point, ¥. Sometimes, in place Of a parenthesis, 
, where a parenthesis would naturally occur 


the punctuation should be included within the oe" ; 
within another parenthesis: 


parenthesis also 


The t t wret claime to This report wa red t answer the 
ite ati speci! jues | ented y Grou 
ven comnthara aa schaiins ' surance po s (Metrenciites | 
(is it N N for ypewrite Ins mmce § . [reprinted 21) 
Notice in these cases that the matter within 


the parenthesis begins with a small letter Quotation Marks 


> Where a Parenthesis Ends a Sentence 
, 


Che closing punctuation mark, whether period, N direct quotations use quotation marks t 





interrogation point, or exclamation point, is enclose the exact words of a speaker < 
| , 


placed after the parenthesis unless the punc- writer. For exampk 


tuation mark applies only to the words en 








{ F . He said I reg ‘ ‘ excet y 
osed in narenthesisc 
c im pare! 1€S1 His instructior . e. “Ry, shares G 
eral |} t i 
T he withd \ K 
advance sually two weeks) . : 
A thrifts persot oun ee ag ee — But do not encl ‘ mect qu tations im 
. ' 
expert tures tk i given period (This is quotation marks 
fully explaine the chapter or He said that } g ed t lecis ex 
What N entered t t ec ngiy 
(pass He instructed S ( r 
Please accept my best wishes f your new Elect at t ! | 
work How does it feel to be hos 
Congratulations on t nev { should say . tas 
es ; ws I sh An extra set of quotation marks is neces 
positior ) 1 ‘ ' 
Weree' andintes — so Rett Sary when the quotation ts interrupted 
our op is go s anyone's fetter 
tl ’ et 
[The test of a go te idvised 
' 
[Not For f ‘ ’ f wing ar bbre the sales I i € r 
: ; ; . sponses it it gs 
ation witht 2 , esis ciosing a sentence see . 
ticle on ti he Gr Writer for Apr ] 


If an interrogation mark or an exclama 
' ; , : : tural mond th 
No typewriter space should be left between tion point would naturally be used at . 
, ‘ Ol ¢ ic] } nfterrupt™w oO urs the 
the parenthesis marks and the matter they point at whic n the 1 iptron occurs, es 
punctuation marks should go mside the qu 


enclose, hut a space should be left between the . 
tation marks: 


mark and the matter that precedes and follows 


e look f wa t receivit ve 
Brackets - vat 2+ dl = nie eteiinnls ton 
to close a sale 
Brackets are not often used in business cor- 
respondence, but they are sometimes required Neither the interrupting expression nor th 
in reports or manuscripts. continuing quotation should be capitalized 
Since typewriters do not carry the bracket 
character, the stenographer usually uses the Waom i ye ee: Shes gy - . a 
parenthesis characters where the brackets are cates ies - Sarl oid 4 OE Ga = 
required, or inserts them by pen.* and build good w 
The chief uses of brackets are 
Ric Hot w 1 ation,”’ coun 
1. To enclose an explanation, note, or com seled the correspondent, “whereas 
ment by someone other than the original om_yom as ae oe n, mend affairs 
author: ae CONS ‘ 
[This study was completed before the report The separate sentences of a single speech 
of the Committee on Admissions.—Editor. ] should not be enclosed in quotation marks as 


*To make brackets om the machine strike the diagonal bar, backspace and underscore, roll the platen down a line and 
underscore; for close, strike diagonal bar, backspace twice and under re, roll platen down a line and underscore 
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CURIOUS CLIPDPINES 


And yet they must be true, 
We Saw Them in the Papers! 




















480 

if they speeches 
should be 
end of the passage 


were separate 








Wronc: A _ well-known credit man _ writes 
“Faith is the basis of all credit.’ 
“Destroy faith and confidence disap 


“Maintain faith and business 


1 rs 
pea 


grows.” 
l-known credit writes: 
“Faitl s the 


; 
at | conhdence 


man 
basis of all credit. De- 
lisappears. 


Maintain fait} nd business grows.” 


Long Quotations 


1. Quoted passages longer than four 
Id be 


paragraph or paragraphs, quotation marks be- 


type 


written lines shou written as a separate 
ing placed at the beginning of each paragraph 
and at the end of the last one only—not at the 


end of each paragraph: 


“The record broadcast is, « mm paratively, 
a new evelopment in radio broadcast 
advertising 

“The major advantage of this type of broad 
casting i flexibility The advertiser buys 
only the stations he wants There is no 


waste circulation 


Notice in the above extract that 


(a) It is introduced by a colon. (The colon 


is used to introduce long, formal extracts; the 
comma, shorter ones.) 


An omission of any word or words is 
dots—four at the 


( Sometimes 


(b) 
indicated by 
a sentence, including the period 
“etc.” is used dots to 

The abbreviation or the dots should 
the quotation marks.) 


three end of 


instead of indicate an 
omission, 
be included inside 


long 
€ 


Many 
passages 


writers, however, prefer that 
shorter lines than th 
rest of the with wider mar 
and This 
arrangement separates the passage so clearly 
from the material in which it is included that 
quotation marks become unnecessary, and any 
(see next 


be written in 
material 


that 


that is, 


gins they be single spaced. 


single quotation marks 


dled 


changing t 
column) is av 


2. In quoting poetry, place a quotation mark 


at the beginning of every stanza: 
“Laugh, and the world laughs with you; 


Weep, and you alone; 
For the sad old earth 


Must 
It has 


weep 


borrow its mirth 


trouble enough of its own. 


“Sing, and the hills will answer; 
Sigh, it is lost on the air; 
bound 


The echoes 
To a joyful 
But shrink 


soun 1, 


from voicing care.” 
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the marks 
used simply at the beginning and 
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3. In quoting dialogue, enclose each separate 
speech in quotation marks, 
speech with a new paragraph: 


and begin each 


“Has Mr. Simmons called up this morning, 
Miss Everett 
“Yes, Mr. Hall; he 


arrived.” 


called just before you 


“Any message?” 
“No; he simply said he'd call again later 

4. In quoting letters, follow plan No. | 
above. However, should an entire letter, in 
cluding date, writer’s address, inside address, 
signature, etc., be qu 
to copy the complete letter on a separate sheet 
and attach it to the 


ted, it is a better plat 


of paper, headed “Copy,” 


letter being written 
Quotations Within Quotations 


\ quotation within a quotation is enclosed 


in single quotation marks, made by the “apos 
trophe” key: 
“Then,” said the reporter, “the guard called 


“Everyone off!’ ” 
The student reported, “We are using ‘Ger 
P textbook 


eral Business Science’ as our 






If a third quotation appears within the sin 
gle-quoted matter, revert to double quotes for 


that portion: 


The principal wrote, “A student reported t 


me, ‘We are using “General Business Sci 
ence’ as our textbook 
Titles 


Quotation marks are used around the titles 
of the following when they appear in sen 
tences : 


l. Books and 


f books 


series 
“The Story of Uncle Sam's Monev”™ was writ 
ten by the Treasurer the United States 
The “Gregg Vocat : Dictation Series” 
comprises a number f dictation booklets 


2. Parts and chapters of books 


: Inqu y 


j Letters,” comes in 


( hapter V 
Part I, 


Business.” 


which deals with “The Letter in 


3. Plays: 


“The Merchant of Venice” 
lar of Shakespeare’s plays. 


is the most poy 


4. Lectures: 


Mr. Graham will address the Club on “This 
Competitive Era.” 
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5. Articles > Our words as “Preface, ! 
Contents,” “Appendix,” « ‘Index 
Did ead Jean T nas’ interesting arti hool 
OOK 
le ( rt Reporting in the Kentucky 
M yuntains, im =—s the September Gregg The Prefa = a 
Mt rile? ; 
im in w ng mn i 
ves ce : t . ¢ ( nt 
6 I SSays he chapte t the Ay ix 
supplem« ary eria he Index 
la writing my term essay, “Why I Choos nges all t cs alphabetically, wi 
t Go to College relerences 
/. Sermons Expressions Defined 
er Shel - Dns ’ ' eos 
D wliey preac ed Sunday on “Is There Words ses ay mnanics 
a New Religion?” 
definitions are quoted 
8. Poems 
A utomotiv [ " : 
’ 
} 
Dr Henry Van Dyke's “Work” contain 
much inspiration for all workers A mechat . : 
veye 
Q cast ' 9” 
loasts Such words as termed, OW! i 
tled ’ Com @ 
rT} esident of the class proposed a toast tithe ete ire usually signais ! s 
| j 
" Next Year's Class.” the quotation mark 
10. Mottoes Emphatic or Peculiar Terms 
Business t” is ou tto Quotation marks are used to enclose 
ised In Sonne special signincance 
11. Paintings and sculptures ' , , 
echnical words r p is pre 
A friend of t hool presented the schoo unfamiliar to the reader 
wit a fine eproduction of The Sy t ot 
76" and a cast of “The Winged Victory American Tel. a I I to th 
Chips 
Take ire > | t the 
? ’ " h I 
12. Names of ships Si ny ely en Ae Mag 24 
Wi nt ad 
Please engage ssage f me on the PI . , 
cas 5 
“Leviathan bl 
possi bic 
This is « A ] 
[LN te " ts home ’ tie aré not wusua What is . ‘a 
quoted Sec tw ticle on Capitalisation in Janu 
ary issue.) ] = 
Technical or semute nical tet Ss pe 
_ . , P familiar to the reader need not be qu 
The following titles, however, are simply 
capitalized—without quotation marks gilt-edged sex , , t 
+ . } 
1. Names of periodicals (daily, weekly, > Bethe Wied 
_ iv “ai > 
monthly ) 
“Comn sens " but 
The New York Tribune The Saturday Evening Post W the we . s “s 
The Gregg Writer thee 
The blare t : ts of 
(Note This rule applies to typewritten work only people, and t atte eo 
, nd | ] V isp ® 
In printed form, such names would be printed in o , . ye 
italics, as in the illustration under heading 5, “Arti paign 
cles,” in the above outline. (In preparing material 
for the printer, the use of italics is indicated by 3. Slang - n i lor W 
underscoring the words.) | writer feels apologet 
> ’ . First and re } the nly fe w 
2. Names of documents, annuals, reports, be on “chek and doad ete 
proceedings, etc “Whoopee” methods ft g he 
I'm to be rit ¢ “aret l 
The Laws of the State of New York All this is an indicatior the fact that 
The Fifth Anndal Yearbook “world do ve 
The Report of the Committee on Law En 
forcement M 1 . ‘ } a 
: any Slang t s ¢ ntually “ ire 
The Proceedings the Fourth Annual Con = , - 
vention of the k istern Te achers of sus ol ul ree enized at onpenes , cx 
ness “kidnap, bhi d and “gerrymands 
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ers that sound a bit colloquial will be found, Many court hk bear the inscription, 
a . “Obedience to | Liberty.” 
upon examination, to be acceptable English 


In the last 
words, as 


the total amo 


rough it willy nilly hard hit , a | 

re ne quotation inside another 

humbug skinflint bamboozl When the ” - inside an - 

at the end of a sentence, put the period in 

’ e . side rnbl at 

rherefore the stenographer should not strai: ide both quotat: 
a point to quote every deviation from what 
sounds like classical English. Also, when the 


dictator writes in a humorous or familar style, 


‘Mark the 


such apology for slang and colloquialisms is 2. Colons and semicolons are placed out 


out of harmony side the quotation marks 


» writin’, and ‘rithmetic, in the little Please send the f ing “‘s 1 dozen 


Readin 
brown shack of a schoolhouse How you pac kages mixed pwer 4 lawn mow 
hated it—the same old thing every day ers 
every cd: Sut, now, as you look back you The friendly fee 
realize that those hours formed the golden is known 


threads of your childhood. business can 


3. Question marks and exclamation points 
4. Words to be especially emphasized Ouestion marks and exclamation points 


to which attention is called: are placed inside the quotation marks if they 
are part of the quotation; outside if they are 
“Centre” is the English spelling for “center.” not 
Strictly speaking, “manuscript” refers t& 
handwritten documents 
“Yours for profits’ is an unusual compli 
mentary close 
rhe letter conveys the “feeling tone” of the save nine 
writer “Halt!” said the 
Coherence, conciseness, and courtesy are the How absurd to 
“three C's’ of a business letter ods as “the 
That sentence contained a “dangling parti house”’! 


ciple 


4. Ellipses or etc. are usually treated as a 


5. Translations of foreign expressions : part of the citation and placed inside the quo- 


tation mark. (See illustrations and Note un- 


j ’ ‘ *» ‘ie ¢ yr ()missions j he ; icle I 
ee ee der “Indicating m in the article on 


“Comme il faut” means “as it should be.” the Period in the April issue. ) 


[Notes: 1. Some writers use single quotation marks . an , , 
, “ix ’ ping int 
for the cases described in this and the preceding sec General Typing Hints 


tion, but double quotes are preferable 
2. Such brief quoted words or phrases as those No space should appear between the quo 
listed in this and the preceding section should not tation mark and the enclosed matter. 
begin with capitals. | Watch for an ending quote; that is, if an 
opening quote is used, it must be balanced by 
With Other Marks of Punctuation a closing one. 
Quoted extracts should be copied exactly as 
When a quotation mark follows another they appear in the original 
punctuation mark, the stenographer often does In a list, quotation marks should “clear” the 
not know whether it should go before or after line of alignment; that is, the first letter of 
the other mark. She should memorize the the quoted matter aligns with the other words 
following rules: in the list 
In typing telegrams, the beginning of a 
1. Commas and periods always go inside quoted passage should be indicated by the 
the quotation marks: word “quote,” the end by “unquote.” 


[The article next month will deal with the dash and other miscellaneous marks of punctuation.) 





You will never receive very much pay for doing something that, is easily 


learned. Too many others learn to do the same thing. 
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Eight Phrase Letters 


From “Gregg Speed Building” 
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x6 - 
? 


A) > 
Fé 


Se: Ser a ? 
oP edge tals é 


y? ° 





4 — \ _ 
A d a Pl 7 or 


“What you know is a club for yourself, and what you don’t know is a 
meat-ax for the other fellow. That is why you want to be on the look- 
out all the time for information about the business and to nail a fact just 


as a sensible man nails a mosquito—the first time it settles near him.” 
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Conducted for the benefit of those already reporting 
and writers ambitious to enter the field 
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e SHORTHAND REPORTER, | 





~ 





a el 
° ’ | , 
Laying the Medical Ghost 

O the young reporter just coming up of reporting Yet, while this angle of his 

the grade, the large, terrifying ghost work is naturally more laborious than non 

held up to frighten him by older re- technical reporting, the average official does 
porters is the familiar bugaboo of medical not find it at all appalling He takes it in 
testimony. He is warned, however fast and his stride, and would probably preter it to 
expert he may be, to wait until he gets a any other type of technical work. To him it 
good stiff medical case, and then watch out! is the easiest of technical reporting, simply be 
It is commonly assumed that the ability to cause his experience has made him more ot 
report this type of case is the last word in less familiar with its terms, but chiefly be 
shorthand skill. ause he is a good shorthand writer 

There is little question that the accurate 


medical expert 
assignment. Certainly it re- 
quires more of genuine shorthand ability than 
the average contract of criminal case. Yet 
there is really little about the assignment that 
should worry any competent reporter, or even 


reporting of a highly-trained 
is a difficult 


the novice who knows his system, however 
little he may be familiar with medical terms. 
Medical testimony is no more difficult to 
write than any other technical case. Medi- 
cal terms are hard to write simply because 
they are technical, and not ordinary, language. 


A patent case can be just as difficult. An 
engineering or chemical 
trouble to the 
And an other- 
dealing 
is nothing to make the 
medical 


expert witness on 


formulae can give even more 
reporter than any medical man 
little longshoring 
with shipping terms, 
reporter happy, in comparison with 


work. 


wise simple case, 


Easiest Type of “Technical” Reporting 


No, medical testimony is not the most diffi- 
While it is 


surrounding 


cult assignment in 
difficult enough, 
circumstances that serve to soften its rigors 
Probably the much is made 
about it is there is so much of it 
Every 
cialist (or both) to prove the 
injury; and many such resolve them- 
selves into a battle royal between an array 
of medical experts for both sides. In the 
large cities, most of the cases on the civil 
calendar are torts, or 
that it is readily 
cial reporter must be 


reporting 
there are many 
reason so fuss 
because 
negligence case has its doctor or spe 
extent of the 


Cases 


negligence actions, so 
seen that the average ofh 


proficient in this type 





Laying the Ghost 


to handle any kind of techni- 
cal reporting, medical or otherwise 


Successfully 
there are 


two necessary requirements, either of which 
will answer the need Ihe combination of 
both of them is ideal, but only one is abso 
lutely necessary are, in the order of 


I 

their importance (1) an absolute mechanical 
mastery of one’s shorthand system, and (2) 
familiarity, through study or experience, with 
the particular technical subject that one is 
reporting 

It is needless to point out the 
Naturally, 
hnical 


other 


validity of the 
second requirement a special fa 
subject reduces 


material: it 


miliarity with any te 
it to the 
virtually 
and renders it 


Status of any 
takes it out of the technical class 


10 different and no more dif 


ficult than any other familiar subject. Pre 
sumably, a reporter who is also a medical 
man would have little or no difficulty at all 
with an ordinary medical witness; nor would 


the technical phrases of a mechanical engi 
neer be expected to give trouble to a reporter 
who had al s« taken a degres I me hanical 
engineerin So, any reporter who year alter 
follo wed in shorthand a procession 
men on the witness stand, 
know as much about the 
as the 


testimony has lost 


year has 
of medical 
tually 
terminology of 
tor, and to him medical 


even 
comes to 
medicine average doc 
its reputed terrors 

always experi- 
work 
was reporting his 


But the reporter was not 
nced and familiar 
There was a time when he 


with this type of 


first medical witness, with no experience or 


medical training to aid him; and this is wher 





486 





JHE GREGG WRITER 





May, 1933 


Terms Used in Congressional Debates 


a 


. 


0 


tural Department 


+} 


c. all over the world 


, 
, ( 
£ o> chairman of the ’ 
committee 
- — ( erce 
Jepartinent 
> 
. = « 1 
( merece 
C common peopl 
o¢ 
‘s debate 
p< 
Department of the 
Interior 
<=. 


Interior Department 


< Federal Rese Bank 


rve 
Board 


Federal Reserve 


Federal Reserve System 


y 
ed 





oe 


a 


v 
7 


for 


(To be concluded next month) 


(Continued from the April issue) 


highway 


h ghway > 


House Re n 

Senate vc | ted 
Mates 

Senate Re ition 


I want to say 


Member of ( 


ongress 


Members of Congress 
Member of the House 
Member the S« 
} 
ret ana “ 
men wothnen and 
children 


on the question 


on this question if 
out of order 
order 


wmt of 
I 


Post Office Department 


Postmaster General 


pro tem 


nipore 


sergeant-at-arms 
f 
( Speak 
7 . 
~ fs? ne | , he blouse 
?- eo Stat Legisla . 
x late { New Jersey 
/ 
Joy Sta t Connecticut 
——F tarifl eve « 
ou 
—e < 
va 
“- hou is of dollars 
United States 


Government 


V ice 


President 


(aarner 


wage earner 


wage carners 


waterway 


waterways 


White Hous« 
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requirement number one stepped in and helped 
him out of the difficulty. He was well 
grounded in his knowledge of his shorthand 
system, and the medical terms he did not 
know he was able to write phonetically. 


Take It Down “Phonetically” 


Of all the varied abilities of the expert re 
porter, there is none that stands him in greater 
stead than the ability to catch an unknown 
word as it falls from the lips of a witness and 
to render it instantly into readable shorthand 
phonetically. It is an ability that calls for 
little else than a mastery of fundamental prin- 
ciples, and a simple mental alertness in apply- 
ing those principles. If he can do that, he has 
any kind of technical work beaten—medical, 
especially. 

There is this to be said for medical testi- 
mony. It comes always from the lips of 
educated men, who speak for the most part 
precisely and carefully. Medical terms, be- 
ing usually derived from either Latin or 
Greek, are spelled as they are pronounced. 
There are no idioms to worry about; and they 
follow logical, sensible roots, without ex- 
ception. Thus, if you succeed in getting pho- 
netically only the root syllable of the word, 
it is a comparatively simple matter with a 
medical dictionary or a book on anatomy to 
discover what was said and to spell it con- 
fidently. 


Reference Books You Need 


No competent reporter should be without a 
medical dictionary and a treatise on anatomy. 
However familiar he may become in years 
of experience with medical work, he will 
daily find himself falling back on his ability 
to write unknown words phonetically—sub- 
sequently looking them up for their spelling 
in his medical references. Not even a re- 
porter who is also a doctor could depend 


IF THE NEW DAY BRINGS DIFFICULT THINGS TO DO 


take up first the hardest or most disagreeable. With that out of the way, 


all others seem to be easier. 


The longer we delay to do'the difficult thing, the harder it seems to 


be to make up our minds to get at it. 


self to undertake the job you disliked most seems to give you strength to 
do all the rest better and more quickly than you expected. 








’ 


alone on his familiarity with the subject 





There is too much medical knowledge avail 
able today for even a medical expert to 


crowd it into one head. That is why speciali 



































zation in medicine has grown to such an ¢x , 


tent. Any one of a number of branches of 
medicine will require the whole lifetime of 
a man to encompass it. Even to know its ; 
terms is too much for one mind. When we ; 


point out that a good medical dictionary cor 


tains 75,000 terms, it is readily seen how 


absolutely dependent the reporter must be, 
not upon familiarity, but upon 
to write readable outlines phonetically—that 


he can verify afterward 


Know Your System and Know No Fear 


The young reporter need not dread the day 
he ts called upon tor the first time to report 


a medical expert—that is, if he is a master of 
his shorthand system hat is his first and 
most essential requirement In addition, he 
would do well to make a brief but thorough 
study of the more common root words cor 
tained in any standard book on medicine writ 
ten for laymen; as well as of the more in 


portant bones and nerves { the body Then. 

at the time he approaches the ordeal, he should : 
provide himself with a good medical diction 
ary and an anatomical work containing a full 
complement of charts of 
of the human body Any word that he su ; 
ceeds in catching phonetically may be found 

later in the medical dictionary; but if, occa ’ 
sionally, something gets by him and he catches 
only a portion of it—then the anatomical book 
should prove valuable as a reference. He will 
know from context the part of the body under 
discussion, and a simple reference to the index 
will disclose what charts to consult; and thers 
In nine cases out t ten, is to be found the 
particular word or phrase for which he is 
searching, either in the chart itself or the 


descriptive matter accompanying it 


The fact that you conquered your- 


John Wanamaker 
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